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How To Use This Document 

All New Mexico Public and Charter Schools are required to have a Safe School Plan (SSP) for emergency operations. This 

has been the law since 2008. The Safe School Plan is part of the School Wellness Policy, NMAC 6.12.6 NMAC . 

The New Mexico Public Education Department’s Safe and Healthy Schools Bureau in collaboration with the New 
Mexico Public Schools Insurance Authority, recognizes that the whole community approach is needed for sound 
and effective planning, response, mitigation, protection, and recovery from any school related crisis. 

At the request of school districts and in an effort to create a more user-friendly planning document we have 
condensed and reorganized this document to promote collaboration with local first responders and enable 
effective documentation for the review process.  

All the minimum requirements for safe school emergency operations plans are included in this document and 
must be included in your SSP.  

Required Assurances and associated documents are provided as Appendices and shall be added to your plan or 
uploaded separately when all signatures have been obtained.   

Schools shall use the provided Rubric Checklist to revise current SSPs and to ensure that all required elements 
are in your plan or you may also complete and use this provided template to complete and update your plan for 
submission and review.   

Regardless of whether a school/district chooses to use their current plan template, or the new recommended 
template, all schools are required to perform an annual review with the school safety team and complete the 
Rubric. Page numbers for each element shall be entered in the column marked page number denoting where the 
required elements can be found in your plan (page/section). The Rubric shall be uploaded with your plan into the 
secure Google Drive and will be utilized as a communication tool for revisions/comments between the school 
and the assigned reviewer.  This will assist schools and staff in the annual review, and the state reviewer team in 
expediting and approving your SSP.  

Technical training will be provided via web-based seminars on how to use this document, upload your plan into 
the secure PED Google drive, and provide resources that may be used for SSPs located on the bureau website.  

Training guidance documents with required training and certified/qualified training instructors are provided to all 
school superintendents and directors for prompt scheduling of all required training for the current school year.  

A Word.doc version of the template has been provided to enable easy editing of materials in the plan and to 
make changes. The SSPs are to be considered a living document to record emergency drills, training, and other 
changes or updates in your district/school policies. The Google PED drive has an individual school folder for all 
storage of plans and documented training or required certificates.  

Finally, resources have been compiled separately for your review with guidance documents that are located on 
the PED website. Safe Schools – New Mexico Public Education Department (state.nm.us) 

 

Sincerely, 

Kim Montgomery | Safe Schools Program Specialist 

Email: Kimberly.Montgomery@ped.nm.gov 

 

https://www.srca.nm.gov/parts/title06/06.012.0006.html
https://web.ped.nm.gov/bureaus/safe-and-healthy-schools/safe-schools/
https://webnew.ped.state.nm.us/bureaus/safe-healthy-schools/safe-schools/
mailto:Kimberly.Montgomery@ped.nm.gov
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Overview  

Please note the policies, procedures and guidelines in this document supersede previous versions of the Safe School Plan. 

Background 

The National Response Network (NRF) is an outcome of the Presidential Policy Directive 8 (PPD) National 
Preparedness (2011) and describes not only how Federal government organizes itself to respond to natural 
disasters, terrorist’s attacks, and other catastrophic events, but also the importance of whole community in 
assisting with response efforts. PPD-8 is aimed at strengthening the security and resilience of the United States 
through systemic preparation for threats that pose the greatest risk to the security of our nation, communities, 
faith-based institutions, private and corporate entities as well as our schools.  

The Safe School Plan is designed to serve as an Emergency Operations Plan for each school site and includes 
school, district, and school board approval and collaboration. This plan template provides guidelines for ensuring 
a safe school environment to support the growth and achievement of all students and staff. Prevention 
activities and programs such as health services, behavioral and mental health resources, anti-bullying and suicide 
prevention training are included and will assist in providing a school environment that is healthy, safe, and 
conducive to learning. 

The goal of the SSP is to prepare for potential emergencies and crises through providing a well-informed and 
trained staff that will increase the front-line capabilities of the school and district. It is recognized that each 
school community has unique needs, resources and staffing issues which must be addressed. The Safe School 
Plan shall be reviewed and updated annually by the school Safety Team. 

The Safe School Plan is divided into sections for ease of use and guidance used during emergent events. These 
sections include an Introduction that is followed by measures and guidance for school-based Prevention, 
Protection & Mitigation, Response Planning, and Recovery sections.  Additionally, an Appendix Section has been 
added with required Assurances that shall be reviewed and completed by administrators and school 
boards/governing councils.  

Resuming school activities as quickly as it is safe to do so, after any incident, evacuation, or emergent event 
that affects daily schedules is important. This will promote the long-term welfare of children and their families. 
Teachers and other school staff play an integral role in helping their students. Teachers usually spend the most 
time with their students and most likely know them the best. They are in a good position to provide early and 
ongoing recovery strategies. All staff shall be familiar with the plan and the plan shall be shared with local first 
responder agencies who must be familiar with evacuation, emergency drill protocols, reunification site/s, and 
floor plans of schools in their jurisdiction. Schools shall provide annual letters to parents/guardians and contact 
information for emergency notifications.   

Contributors: 

This plan guidance is a collaborative effort that incorporates contributions from numerous subject matter experts 
from various disciplines of emergency preparedness and response. The New Mexico Public Education Department 
meets quarterly with the New Mexico Safe Schools Advisory Council and Working Group to further the objectives 
of streamlining plans, training, and developing a whole community approach for safe school plans.   

Contributing Members of the SSAC and SSWG include but are not limited to:
- NM Public Education Department 
- FBI ABQ Guardian Squad 
- NM DHSEM 
- NM Department of Health  
- School Resource Officers 
- New Mexico Public Schools Insurance 

Authority/POMS & Associates 

- City of Albuquerque Public Schools 
- City of Albuquerque Fire and Rescue 
- NM State Fire Marshal Office 
- Pojoaque Valley Middle School  
- Los Lunas Public Schools 
- State Representative/s 
- Farmington District Schools 
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Program Authority:  

The School District Wellness Policy, under the New Mexico Administrative Code (NMAC) 6.12.6 requires local 
school boards, school districts, and charter schools to develop and implement policy that addresses student and 
school employee wellness through a coordinated approach. School Safety Plan requirements lie within this policy.  

The SSP is defined in Subsection L of the NMAC 6.12.6.7 Emergency Operations Plan and in paragraph 7 of 
subsection D of 6.12.6.8 NMAC. Safe School Plans shall be submitted to the PED Safe and Health Schools Bureau 
for approval on a three-year cycle. SSPs shall include the minimum components detailed in this document and 
the companion Rubric. 

Public Records Act: 

Schools are subject to the New Mexico Inspection of Public Records Act, however there are portions of the SSP 
that are exempt from disclosure. “Tactical response plans or procedures prepared for or by the state political 
subdivision of the state, the publication of which could reveal specific vulnerabilities, risk assessments, or tactical 
emergency security procedures that could be used to facilitate the planning or execution of a terrorist attack.” 
This has been interpreted to include school Emergency Operations Plans and Safe School Plans. 
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Section I: School Introduction 
 

Insert School Logo Here. Delete box if not using 
 
 
 
 
 
 
 
 
 

Required: Type in a brief introduction and remove these instructions after 
doing so.   
Personalize a paragraph with Principal and Superintendent information as well as school specific 
details, address, school size, unique characteristics, staff. 
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Annual Plan Revision Page-Required 

Date of Annual Review with Safety Team Occurred on: ________________________ 
 

Revision Type Added/Changed 
Info 

Deleted/Removed 
Info 

Revised 
By 

Revision 
Date 

Example Entry: 
Safety Team Updates for 

SY 26-27 

Added John Doe to 
school nurse contact 

Removed Judy Smith 
from school nurse 

contact 
Person  8-15-2026 
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Campus Maps and Floor Plans 

 

Campus Map (Aerial View) 

Insert maps in this section: 
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Floorplans of Campus Buildings 

Insert floorplans in this section: 
 
Must Include: utility cut-offs and diagram for water/gas/electrical systems-these may be added manually but need to 
be recognizable and legible for emergency use.  
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Emergency Phone Numbers & Related Information 

Update Annually:  

Emergency Phone Number(s): 911 or,  

Name of Emergency Medical Service:  

Average Emergency Response Time of First Responders:  

Cross streets for your building/facility:  

 
Be prepared to provide the following information when you dial 911 and stay on the line until the call is 
terminated by the answering party. It is not unusual to be asked the same question multiple times to ensure 
accuracy. 

▪ Your name and phone number 

▪ School/facility name, phone number and address 

▪ Nature of emergency 

▪ Address and easy directions, including best entrance to use. 

▪ Exact location of injured person (e.g., behind the gym parking lot) 

▪ Type of injury/condition suspected (e.g., head or neck injury, shock, etc.) 

▪ Help already given to victims (e.g., epinephrine, CPR, AED, etc.) 

▪ Ways to find the entrance easily (someone standing out front, a flagpole, etc.) 

Other Important Phone Numbers: 
School Nurse  

School Resource Officer  

School Security 
Guard/Company  

School District PIO  

Poison Control 1-800-222-1222 

Disease Reporting  

Fire Department 911 or  

Police 911 or local dispatch  

Local Health Agency  

Child Abuse Hotline 1-855-333-7233 

Rape Crisis Hotline  

Domestic Violence Hotline  

Human Trafficking Hotline  

Hospital or Closest Medical Facility  

County Family Services Division/Child Protective Services 1-855-333-7233 

Regional School Mental Health Advocate (SMHA) DOH  
 

Capacity Assessment of Staff Skills 

This list provides an overview and number of current staff who can provide specific emergency response and 
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potential lifesaving functions during an incident.  See resources on the PED website for sample surveys used to 
complete this assessment. Safe Schools – New Mexico Public Education Department (state.nm.us) 

 
 

Types of Emergency Response Training and Skills of current staff 

This Table is expandable if more lines are needed for staff. Hover mouse over lines and click + sign 
 

Staff Members Trained or Licensed # Trained Willing to support response Y/N, Name & Contact Information 

Nurse RN, LPN,    

Nurses aid   

First-Aid certified   

AED/CPR certified all staff trained 
requirement 

  

EMT certified   

HAZMAT certified   

Media Relations-PIO    

Counseling, Mental Health certified   

Firefighter / Search and Rescue 
certified or trained volunteer 

  

Types of Special Consideration Training and Skills for current staff 

Multi Language   

Experience with Access and 
Functional Needs supports (AFN) 

  

Radio or CB operator trained   

Organizational Safety Planning 
Experience  

  

Former Police or Military trained   

Certified/trained on de-escalation 
techniques 

  

Other    
 

https://webnew.ped.state.nm.us/bureaus/safe-healthy-schools/safe-schools/


 

8 
 

Section II: Prevention 
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Health and Behavioral Health Preventative Programs 
 

(Insert SCHOOL NAME) shall provide health services that include activities addressing the health needs of 

students to promote student well-being, optimal development, and strong educational outcomes. 

(Insert SCHOOL NAME) shall provide information to students and/or families: these programs and resources are 

noted below. Please provide a list or narrative of any programs offered and complete the table.   

 

District Based Health Centers & Behavioral 
Mental Health Centers 

Phone # Address Services Provided 

    

    

    

 

Responsibilities for School or District Nurses, Mental Health staff, and Health Assistants: Please provide a paragraph.  

 

 

 

 

 

Communicable Disease Outbreak 

Add any resource documents that your school district currently uses for communicable disease outbreaks.  
 
The below are resources provided to Students and Families and the communication methods are checked in 
the section below:  
 
1) 
2) 
3)  
 

The below communication methods are used for providing communicable disease information: 

Check all that apply  

☐ Family Newsletters 

☐ School E-mail 

☐ School Website 

☐ Nursing Services Website 

☐ School bulletin boards 

☐ School Nurse office hours 

☐ Paper notifications sent home with student 

☐ Traditional Mail 

☐ Other (Describe): 
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Internet Use-Health and Safety Impacts 

INTERNET SAFETY   

The Internet offers a world of resources and poses a variety of dangers for our youth, such as viruses that could 
harm your computer; pedophiles that are trying to meet your child; disclosing personal information that  could 
lead to identity theft; and cyber-bullying. Every parent and EDUCATIONAL STAFF/Administrator must recognize 
these dangers to help children and students learn to protect his/her self-online.  

 
(Insert School Name) ensures students and families receive internet safety information. Internet Safety 

information has been disseminated to students and families through the following methods: 

Check all that apply. 

☐ Newsletter 

☐ School Webpage 

☐ District Webpage 

☐ Email 

☐ Classroom with guided discussion with teacher/counselor 

☐ Other: 

 
Required: Add copies or links to specific resources that you share with students and families.  Additional Resources for your 

use can be found on the PED website to add to this section.  Please visit the website and use any of those resources you 

deem appropriate for your students and families.  

Safe Schools – New Mexico Public Education Department (state.nm.us) 

https://webnew.ped.state.nm.us/bureaus/safe-healthy-schools/safe-schools/
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Section III: Protection & Mitigation 
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Behavioral Threat Assessment Matrix 

A threat is a communication of intent to harm someone that may be spoken, written, gestured, or expressed in 

some other form, such as via text messaging, email, or other digital means. An expression of intent to harm 

someone is considered a threat regardless of whether it is communicated to the intended target(s) and regardless 

of whether the intended target is aware of the threat. A transient threat means there is no sustained intent to 

harm, and a substantive threat means the intent is present (or not clear) and therefore requires protective action.  

A threat assessment is not a crisis response. If there is indication that violence is imminent (e.g., a person has a 

firearm at school or is on the way to school to attack someone), a crisis response is appropriate. Take immediate 

action such as calling 911 and follow the school crisis response plan. Reference: Dewey Cornell, PHD 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1. Evaluate the threat. Obtain a detailed account of the threat, usually by 

interviewing the person who made the threat, the intended victim, and other 

witnesses. Consider the circumstances in which the threat was made and the 

student’s intentions. Is there communication of intent to harm someone or behavior 

suggesting intent to harm? 

Step 2. Attempt to resolve the threat as transient. Is the threat an expression of 

humor, rhetoric, anger, or frustration that can be easily resolved so that there is no 

intent to harm? Does the person retract the threat or offer an explanation and/or 

apology that indicates no future intent to harm anyone? 

Step 3. Respond to a substantive threat. For all substantive threats: 
a. Take precautions to protect potential victims.  
b. Warn intended victim and parents.  
c. Look for ways to resolve conflict.  
d. Discipline student, when appropriate. 

Serious means a threat to hit, fight, or beat up whereas very serious means a threat 

to kill, rape, or cause very serious injury with a weapon. 

Not a threat. Might be 

an expression of anger 

that merits attention. 

Step 4. Conduct a safety evaluation for a very serious substantive threat. In 

addition to a-d above, the student may be briefly placed elsewhere or suspended 

pending completion of the following:  
e. Screen student for mental health services and counseling; refer as needed. 
f. Law enforcement investigation for evidence of planning and preparation, 

criminal activity.  
g. Develop safety plan that reduces risk and addresses student needs. Plan 

should include review of Individual Educational Plan if already receiving special 

education services and further assessment, if possible, disability. 

Step 5. Implement and monitor the safety plan. Document the plan. Maintain 

contact with the student. Monitor whether plan is working and revise as needed 

Case resolved as 

transient; add services 

as needed. 

Case resolved as 

serious substantive 

threat; add services as 

needed. 

NO 

NO 

YES 

YES 

VERY SERIOUS 

SERIOUS 
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Recommended Procedures for Potentially Suicidal Student 
Reference: Dewey Cornell, PHD 

SUICIDE IDEATION DEFINITIONS AND PROMPTS 
Since Last 

Contact 

Ask questions that are bold and underlined Ask Questions 1 and 2 YES NO 

1) Have you wished you were dead or wished you could go to sleep and not wake up? ☐ ☐ 

2) Have you actually had any thoughts of killing yourself?  ☐ ☐ 

If YES to 2, ask questions 3, 4, 5, and 6 

 If NO to 2, go directly to question 6 

3)   Have you been thinking about how you might do this? 

E.g., “I thought about taking an overdose but I never made a specific plan as to when, where or how I 

would actually do it ... .and I would never go through with it.”  

☐ ☐ 

4)  Have you had these thoughts and had some intention of acting on them? 

As opposed to “I have the thoughts but I definitely will not do anything about them.” 
☐ ☐ 

5) Have you started to work out or worked out the details of how to kill yourself? Did you intend to 

carry out this plan? 
☐ ☐ 

6) Have you done anything, started to do anything, or prepared to do anything to end your life? 

Examples: Collected pills, obtained a gun, gave away valuables, wrote a will or suicide note, took out 
pills but didn’t swallow any, held a gun but changed your mind or it was grabbed from your hand, 
went to the roof but didn’t jump; or actually took pills, tried to shoot yourself, cut yourself, tried to 
hang yourself, etc. 

☐ ☐ 

Item 1:  Behavioral Health Referral 

Item 2: Behavioral Health Referral 

Item 3: Behavioral Health Referral 

Item 4: Student Safety Precautions and psychiatric evaluation by crisis team/EMT/Emergency room 

Item 5: Student Safety Precautions and psychiatric evaluation by crisis team/EMT/Emergency room 

Item 6: Student Safety Precautions and psychiatric evaluation by crisis team/EMT/Emergency room 
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Referral network for suicide assessment/intervention 
 

Name of Mental Health 

Centers/Resources 
Phone #Address Services Provided 

    

    

    

    

    

    

 

Suicide Assessment and Intervention Narrative 
 

Required: Provide a school specific narrative or paragraph that your school utilizes for assessment and 
intervention protocols/procedures. Add any documents that you use.  
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Section IV: Response  
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Incident Command System and Team Assignments 

It is critical to have a plan in place that informs EVERY staff member of the plan and his/her role in the system. 
The section below is an introduction that every staff member should read and be familiar with.  

 
All School Principals or designated Incident Commanders are required to complete the following training:  

Required: IC 100 Incident Command System (ICS) FEMA Training: Two staff members must be trained per school-see 

Training Assurance page for documentation. Certificates must be uploaded into secure google drive and kept on file 

at district levels. Anyone assigned the position of incident commander must have this training.  

▪ FEMA Online Independent Study Course IS-100.C: Introduction to the Incident Command System 
▪ https://training.fema.gov/is/courseoverview.aspx?code=IS-100.c    

 

Introduction to the Incident Command System (ICS) 
Every complex job/situation needs to be organized, and emergency management in schools is no exception. The 
Incident Command System (ICS) is the nationwide standard for emergency management, preparedness, and 
response. The model is an expandable system of emergency management which has proven to be workable from 
small events to large disasters and is currently in use by most agencies across the country. 

A basic premise to ICS is that in an emergency staff will transition from their day-to-day job to a similar function in 
addressing that emergency. For example, in an emergency the principal will become the "Incident Commander." 
Every emergency is dynamic, but not all incidents will require full activation of the ICS team. The ICS system allows 
for a scalable response that fits the needs of the emergency.  

Division of Labor 
The major concept behind ICS is that every emergency, no matter how large or small, requires that certain tasks 
and functions be performed. The organization can expand or contract according to the size of the emergency and 
the staff available. Main divisions of ICS are Command/Management, Operations, Logistics, Planning/ Intelligence, 
and Administration/Finance. 

District Level supervision will typically not be part of the initial response to a school emergency. Superintendents 
shall coordinate actions through principals at the scene or through designated incident commanders at the 
incident site.  

● In the event the Superintendent are on campus, they may become Incident Command or apart of the 
Command Staff 

School level supervision is critical to the response of an emergency. School staff on-scene are true first 
responders for a school emergency. It is vital that all school staff know their roles before, during and after an 
incident.  

● Unified Command will be established by first responders as needed, who may have different legal, 
geographic, and functional authorities/responsibilities.  

o Only the Schools IC will join unified command with first responders. The schools SRO and Facilities 
Officers will communicate critical information to the school IC as requested/required.  

● Span of Control refers to the number of individuals or resources that one supervisor can manage 
effectively during an incident. The span of control is one supervisor to five subordinates or tasks. (1:5). 
However, effective incident management may require ratios significantly different from this.  

 

https://training.fema.gov/is/courseoverview.aspx?code=IS-100.c
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School Incident Command System and Roles 
The following roles and responsibilities may be implemented based on the size and scope of the school and 
incident. 

School Incident Command and Support Staff  

● Incident Commander (IC) 
- Provides overall direction of response at school site; initiates appropriate emergency response; 

communicates with local public safety and school district representatives. 
- Joins Unified Command that has been established by responding emergency services. 

● School Resource Officer  
- Follow commissioned agencies protocols in coordination with school policies and procedures. 
- Ensure collaboration with school IC and first responders.   

● School Facility Officer 
- Works directly with IC and unified command to ensure detailed school information is provided. 
- Survey and report damage related to main utilities. 

School Command Staff  

● School Safety Officer 
- Ensures activities are conducted in a safe manner; assures safety of personnel (staff, students, volunteers, 

and responders). 

● School Operations Officer 
- Ensure the schools response operations are conducted in accordance with the school’s emergency operations 

plans, and at the direction of the IC. 

● School Accountability Officer   
- Ensures that all staff and students are accounted for during and after the incident.  

All Other School Staff 

● Designated Accountability Staff 
- Ensure designated groups have been accounted for and report all information to the Accountability Officer 

● School Security 
- Follow department protocols and procedures for emergency response.  

● Teachers  
- Responsible for the supervision of students and shall remain with students until directed otherwise.  
- Take steps deemed necessary to ensure the safety of students and render first aid if necessary. 
- Shall exercise due diligence in accounting for and reporting missing their students:  
- Will maintain rosters, First-Aid kits, and Go-Kits 

● School Nurses 
- Provide first aid or emergency treatment and communicate first aid and emergency treatment needs to 

emergency service personnel. 

● All Other School Staff  
- Shall respond at the direction of the incident commander and render first aid, if necessary. 
- Attempt to maintain established communication protocols. 
- Take steps deemed necessary to ensure the safety of students, staff, and other individuals. 
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School Incident Command Structure  

The table below shall be completed to reflect the Incident Management system specifically for your school 

personnel. This format can be changed or edited to fit the individual needs of the campus. IC 100 training is 

required for anyone filling the role of Incident Commander. The Superintendent will not typically be the IC at a 

school.  

 

 

 

Accountability 

Teacher 5 

Accountability 

Teacher 4 

Accountability 

Teacher 2 

Accountability 

Teacher 3 

Teachers 
Accountability 

Teacher 1 

School Nurse  All other Staff  

School Security 

Staff  

School Accountability 

Officer    

School Operations 

Officer    

School Safety 

Officer    

Incident 

Commander  

School Facilities 

Officer    

School Resource 

Officer  

Add Name Here 

Add Name Here Add Name Here 

Add Name Here Add Name Here 

Add Name Here 

Add Name Here 

Add Name Here 

Add Name Here 

Add Name Here 

Add Name Here 

Add Name Here 

Add Name Here 

Add Name Here 

Add Name Here 
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Emergency Operations Desktop Manual  

 You may wish to print this page and place in every office and classroom 

The following annexes for potential hazards were created using “Recommended Best Practices”. Response protocols in this 

section will be communicated with county/city emergency management agencies, law enforcement or fire departments to 

coordinate the response. The colors below correlate to the subsections that follow. 

Annex Special Notes for School Site Plan Special Considerations  

Evacuation  
Conditions outside are safer than inside. In the event of a need to evacuate or 
relocate students  off campus refer to relocation plan 

See Relocation Plan 
 

Shelter In Place 

Shelter-In-Place students and staff are allowed to move around inside their 
classroom. They are allowed to have organized and supervised restroom breaks, 
medical attention, food, and water if necessary. No one is allowed in or out of the 
building. 

See Shelter-In-Place Procedures 

 

Lockdown Procedures 
For emergency conditions which dictate securing the building to protect occupants 
from potential dangers within or outside the building—physical and workplace 
threats. 

See Lockdown Procedures 
 

Active Shooter 
Staff should be trained to understand and expect that a law enforcement officer’s 
priority must be to locate and stop the person(s) believed to be the shooter(s); all 
other actions are secondary. 

See Plan and revert to training 
 

Medical Emergency 

During a medical emergency, remain calm and assess the situation, first make sure 
that it is safe to approach. The following dangers will require extra caution: live 
electrical wires, gas leaks, chemical spills, building damage, fire, smoke, traffic, or 
violence. 

911-EMS 
Refer to Staff Skills roster-CPR, 
AED, First Aid, Stop the Bleed. 
See Medical Emergency Guidance 

 

Fire 

School fires are often more dangerous than they appear. Panic greatly complicates 
evacuation. Never assume that the fire has a single source or is minor. Cafeterias, 
laboratories, shops, storage rooms, and toilets are common areas for fires. To 
prepare, have your staff familiarize themselves with the locations and operation of 
fire extinguishers, fire pull stations, and hoses. All incidents of fire and fire drills 
should follow the EVACUATION protocol. If there is a fire external to the school, an 
evaluation will need to be made; SHELTER-IN-PLACE may need to occur (forest fire, 
brush fire). 

** See Fire Special Considerations 
Fire Department  

 

HAZMAT 
Gases and Chemical 

Fumes  

A hazardous material is any chemical compound or biological agent that has adverse 
effects to health and safety. This includes fumes from natural gases, propane, and 
other gases. A HAZMAT release requires initiation of emergency protocol. 
Immediately evacuate and leave doors and windows open.  

** See HAZMAT Special 
Considerations 
**Proper chemical hazard signs 
should be displayed outside of 
buildings that contain chemicals. 

 

Natural 
Hazard/Weather 

Shelter in Place and follow Local Emergency Management Instructions. Depending on 
the type of hazard, there may be certain situations where an EVACUATION is the best 
response to prevent students and staff from being stranded or placed in greater 
danger.  

Emergency Management and 
Weather Radio 
Shelter in Place Procedures 
Evacuation Plan 

 

Bomb Threat Explosion 

A bomb threat must always be considered a real and immediate danger to students 
and personnel. Personnel should follow established procedures. 
Schools will notify staff to EVACUATE:  
 
In the event of an explosion, there is often no time to assess the situation. In this 
situation follow the procedure for EVACUATION. 

**Use Bomb Threat Checklist-
resource section 
Refer to Evacuation planning  

 

Fallen Aircraft 

A fallen aircraft includes planes, hang gliders, hot air balloons, helicopters, etc. that 
have fallen out of the sky and have crashed on or near school property. All types of 
aircraft that use gas to power a motor or engine have a high risk of fire or explosion 
after a crash. 

  

Transportation 
Emergencies 

School Bus Transportation Emergencies may include but are not limited to bus 
accidents with motor vehicle or stationary objects, medical emergency on bus, 
discipline emergency on bus, vehicle requiring evacuation and vehicle breakdown. 

Activate Crisis Response Team 
and call Law Enforcement 

 

Loss of Power/Water, 
Civil Disturbance, 

Cyber Breach 

Civil Disturbance is a disruption in the educational process due to unreasonable 
behavior, mass disobedience, or other inappropriate behaviors. This may include sit-
ins, walk-outs, protests, riots, etc. 

Contact Utility 
Companies/Emergency Manager  
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Evacuation Plan 

For use when conditions outside are safer than inside. In the event of a need to evacuate or relocate students 

off campus these steps should be followed: 

When announcement is made, or alarm sounded follow the checklist below: 

TEACHER/SCHOOL STAFF 

❑ Be clear of evacuation routes and sites. 

❑ Take a classroom roster for student accounting. 

❑ Evacuate buildings in an orderly and timely manner. 

❑ Assist those needing special assistance. 

❑ Do not stop for student/staff belongings. 

❑ Close all doors and windows behind you after everyone has been accounted for 
DO NOT LOCK DOORS 

❑ All persons will leave the facilities by moving along assigned routes to the designated safe areas. 

❑ Evacuate to the primary safe area unless directed to relocate to a secondary location.  

❑ Remain calm and keep the students as calm as possible. 

❑ Check for injuries. 

❑ Take attendance, report according to Student Accounting and Release procedures. 

❑ Wait for further instructions. 

INCIDENT COMMANDER/PRINCIPAL/ASSIGNED STAFF 

❑ Clearly communicate and instruct staff to evacuate to a pre-designated signal (verbal, written, etc.). 

❑ Evacuate all students and staff to pre-designated areas. 

❑ PRINCIPAL AND CUSTODIAL STAFF ensure that all restrooms and non-classrooms are evacuated. 

❑ Implement procedures for students with special needs. 

❑ Call the emergency number Police/911 to activate ICS. 

❑ Advise them of the reason for the evacuation and present the alternative plans. 

❑ Establish a Command Post in a safe area. 

❑ If the situation warrants relocation and vehicle/bus use, School Police will notify Transportation. 

❑ Establish Parent-Student Reunification Center and implement sign-out procedures. 

❑ Notify parents of the evacuation and give them the central site for picking up students. 
 

SCHOOL POLICE (SRO): 

❑ If no officer is assigned to campus, other security will be dispatched to the location to assist. 

❑ Lock the sites so there is no reentry until it is clear to do so.  

❑ Sweep the entire campus to take students/staff to the safety area. 

❑ Notify Transportation if buses are needed for relocation. 

❑ Escort students and staff safely to the relocation site. 

❑ Traffic control (ensure students/staff cross intersections safely). 

❑ Make sure the bus transports all individuals to the relocation site. 

❑ If needed, assist with reunification with families and transport if necessary. 
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Primary Evacuation Location/s Map 

Evacuation locations are for staff and students ONLY to evacuate to during an emergency, not family members. It is 
recommended that you have at least 2 off-site evacuation locations identified. NOTE: Evacuation sites are NOT 
reunification locations. Reunification locations are for family members responding to the emergency and should be 
separate from evacuation sites.  
Required: Insert primary evacuation location map here into the text box. You must also name the building/address. 
This can be an aerial or street view image.  
 

Secondary Evacuation Map 

Insert secondary evacuation location map here. This can be an aerial or street view image. Delete the example 
image below and replace it with a secondary evacuation site.  
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Shelter-in-Place 

Students and staff are allowed to move around inside their classroom. Students are allowed to continue their 
studies in a supervised classroom, with supervised restroom breaks, medical attention, food, and water if 
necessary. No one is allowed in or out of the building. 

All students are physically supervised during a Shelter-In-Place. 

When announcement is made follow the checklist below: 

TEACHER/SCHOOL STAFF 

❑ Make sure all students are cleared from the halls immediately  

❑ Report to the nearest available classroom or other designated location.  

❑ Assist those needing special assistance. 

❑ If the air within the shelter appears to be contaminated, inform the office of the problem.  

❑ Take attendance, report according to Student Accounting and Release procedures.  

❑ Stay away from doors and windows.  

❑ Continue to listen for and follow the directions given by the Principal’s Office or Unified Command  

❑ Do not allow anyone to leave the shelter until the “all clear” signal is given. 

 

INCIDENT COMMANDER/PRINCIPAL/ASSIGNED STAFF 

❑ Call emergency number- 911 to activate an emergency response. 

❑ Use clear verbal communication and instruct staff to Shelter-In-Place 
o All persons outside are required to go indoors.  

❑ Make sure persons with special needs are given assistance in getting to shelter. 

❑ Ensure that teachers and facilities personnel shut all exterior doors. 

❑ Maintain communication with emergency response personnel.  
o Get periodic updates.  

 

SCHOOL POLICE: 

❑ Perimeter security outside the school. 

❑ Communicate with other law enforcement agencies and emergency responders. 

❑ Monitor activity related to the shelter-in-place. 

❑ Communicate with school administrators on when to lift the shelter-in-place. 

❑ Communicate with staff inside the school for any needs. 

❑ Monitor security cameras for the school. 
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Lockdown Procedures 

For emergency conditions which dictate securing the building to protect occupants from potential dangers 
within or outside the building—physical and workplace threats.  

Lockdown is different from Shelter-in-place. Lockdown means: Lock the room and stay out of sight. Remain quiet 
and keep staff and students calm. Silence cell phones  

When announcement is made follow the checklist below: 
All school staff will: 
❑ Clear corridors, if safe to do so 
❑ Lockdown classroom, office or gathering area 
❑ Keep lights on, unless told otherwise 
❑ Silence cell phones 
❑ Keep students, staff and others calm 
❑ Provide First-Aid as needed and await further instructions from first responders. 

Required lockdown procedures.  

Use the Public Address (PA) system, RAVE Panic Button or other means of communication to include verbal 

commands 

● Use a communication system to inform all students and staff members that the building will be under 

Lockdown Status until further notice. 

● Security personnel, SROs, and administrators check hallways, restrooms, locker rooms, storage areas, and 

other areas that may be occupied. Ensure everyone is evacuating to the closest classroom where a teacher is 

present. 

● Students in the main office, guidance office, health suite, cafeteria, and/or multipurpose rooms for lunch, 

assemblies, or large group activities will remain at these locations under the direction of the staff present at 

the time. 

● Aid individuals needing special assistance. 

● Teachers close and secure windows and doors of the classroom, pull down blinds, and turn off the lights. 

● Students are to sit on the floor away from any windows and doors. 

● Shut off the light and do not leave the room for any reason. 

● Stay quiet and await further instructions. 

● Security will be responsible for locking the front lobby doors and office doors. Building services workers check 

and verify that all exterior doors are securely closed and locked. 

● An administrative staff member will contact 911 to alert emergency responders that the building is under 

Lockdown and provide as much information as possible concerning the nature of the emergency. 

Required post-lockdown procedures 

● On conclusion of the emergency and it is confirmed the safety of students and staff are no longer 
threatened, personnel will implement the following procedures: 

● Administer first aid (if necessary). 

● Teachers report to the front office and inform administration that all students are accounted for or there are 

students unaccounted for. 

● Designated administrative staff members will determine that all staff members and visitors are accounted 

for and report findings to the District Office. 

Follow-up notifications 

● Follow-up notifications should be made based on the nature of the emergency to staff, students, families, 
school community and other designees as appropriate. 
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Active Shooter 

School staff will follow Name Training Here in an Active Shooter situation. 

All school staff/personnel are empowered to initiate an Active Shooter protocol at first notice of an 
emergency: 

Activate any PANIC Button or Interoperable Communications Device the school uses 
RUN 

❑ Have an escape route and plan in mind 

❑ Leave your belongings behind 

❑ Keep your hands visible 
HIDE  

❑ Hide in an area out of the active shooter’s view 

❑ Block entry to your hiding place and lock the doors 
FIGHT 

❑ As a last resort and only when your life is in imminent danger 

❑ Attempt to incapacitate the active shooter 

❑ Act with physical aggression and throw items at the active shooter 

INTERACTING WITH FIRST RESPONDERS (FBI: Active Shooter Event Quick Reference Guide) 
● Staff should be trained to understand and expect that a law enforcement officer’s priority must be to locate 

and stop the person(s) believed to be the shooter(s); all other actions are secondary. 

● Participate in Tabletop Exercises (TTXs) and spend time with law enforcement, emergency medical services 

and fire departments to understand their processes and to explain yours. 

● Each event prompts first responders to initiate national incident command protocol (ICS) that calls for 

establishment of a command staff, made up of the primary agencies involved in response. 

● Local and federal resources are available to respond, depending on the severity and scope of the event. 

● Once the scene is secured, first responders will work with school officials to transport the injured, interview 

witnesses, and initiate the investigation. 

WHEN LAW ENFORCEMENT ARRIVES: 
● Staff are not to leave a safe area to contact law enforcement. Wait for law enforcement to contact you and 

identify positively themselves as law enforcement, before leaving a secure area. 

● Should medical attention be needed, that information should be relayed utilizing any type of communication 

available at the time. (Cell phone, land lines, radios, voice, etc.) 

● Remain calm and follow instructions. 

● Drop items from your hands (i.e., bags, jackets). 

● Raise hands and spread fingers. 

● Always keep your hands visible. 

● Avoid quick movements toward officers, such as holding on to them for safety. 

● Avoid pointing, screaming, or yelling. 

● Do not ask questions when evacuating. 

 

Medical Emergency 

During a medical emergency, staff should remain calm and assess the situation, first making sure that it is safe to 
approach. The following dangers will require extra caution: live electrical wires, gas leaks, chemical spills, building 
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damage, fire, smoke, traffic, or violence. 

General guidelines for responding to a medical emergency in schools may include, but are not limited to the 
following: 

● Call Emergency Medical Services (EMS) and provide as much information as possible to dispatchers. 

● Contact the person designated to handle medical emergencies (often the school nurse). This person will 

take charge of the emergency and provide instructions and first aid, as needed. 

● A responsible adult should stay with the injured/seriously ill student until first responders arrive. 

● Do NOT give medications unless there has been prior approval by the parent/guardian and according to 

an individualized emergency action or healthcare plan. 

● Do NOT move a severely injured or ill student unless necessary for immediate safety. 

● Follow all other school/district regulations for medical emergencies that may exist. 

● Notify the parent/guardian as soon as possible to determine the appropriate course of action. 

● If the parent/guardian cannot be reached, notify a parent/guardian substitute and call either the physician 

or the hospital, designated on the Emergency Information Card, so that they will anticipate the arrival of 

the injured/ill student. 

 

Call EMS if the child: 
● Is unconscious, semi-conscious or unusually confused. 

● Is not breathing or experiencing a blocked airway. 

● Is having difficulty breathing, shortness of breath or is choking. 

● Has no pulse. 

● Has bleeding that won’t stop. 

● Is coughing up or vomiting blood. 

● Has a severe allergic reaction. 

● Has been poisoned. 

● Has a seizure for the first time (i.e., no known history), a seizure that lasts more than 5 minutes, or an 

atypical seizure? 

● Has injuries to the head, neck or back? 

● Has sudden, severe pain anywhere in the body 

● Has a limb-threatening condition (e.g., amputations or other injuries that may leave the child permanently 

disabled unless he/she receives immediate care) 
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Fire Special Considerations  
School fires are often more dangerous than they appear. Panic greatly complicates evacuation. Most school fires 
are set by vandals. Never assume that the fire has a single source or is minor. Cafeterias, laboratories, shops, 
storage rooms, and toilets are common areas for fires. To prepare, have your staff familiarize themselves with the 
locations and operation of fire extinguishers, fire pull stations, and hoses. 

● All incidents of fire and fire drills shall follow the EVACUATION protocol. 

● If there is a fire external to the school, an evaluation will need to be made; SHELTER-IN-PLACE may need 
to  occur (i.e., forest fire, brush fire). 

It is illegal to conduct school in buildings with an inoperative fire or life safety 

system (internal and external components)  

INTERNAL-FIRE EVACUATION 

TEACHER/SCHOOL STAFF 

❑ EVACUATE first when the alarms sound. If alarms fail give VERBAL COMMANDS TO EVACUATE 

❑ Take a classroom roster for student accounting. 

❑ Use fire extinguisher only if the fire is small and located in your room, and after student evacuation order 

❑ Do not attempt to extinguish the fire if it puts anyone in danger 

❑ Provide First Aid. 

❑ Account for all students and do not allow students to leave the area or return to the building. 

SCHOOL INCIDENT COMMANDER/PRINCIPAL/ASSIGNED STAFF 

❑ Assess the immediate situation 
❑ Sound alarm 
❑ Call emergency number 911 
❑ Use fire extinguisher only if the fire is small and located in your room, and after student evacuation order 
❑ Activate SCHOOL ICS AND prepare to form unified command with first responder agencies 
❑ Evacuate Students and Staff until assessment is completed by the fire department and 

deemed safe to return to building 
❑ Be prepared to transport students to a safe site, and/or activate reunification site plan 
❑ Notify parents and guardians of incident and follow-up instructions 
❑ Notify all staff when it is safe to return to building 

EXTERNAL FIRE-SHELTER IN PLACE 

ALL STAFF 

❑ If SHELTER-IN-PLACE, follow procedures.  

❑ Turn off ventilation systems, wait for word that it is safe before resuming any outside activity. 

Hazardous Material Release: 

A hazardous material is any chemical compound or biological agent that has adverse effects on health or  safety. 
This includes fumes from natural gases, propane, and other gases. A hazardous material release is a release of a 
chemical compound or biological agent that requires initiation of  emergency protocol. 

 

INTERIOR: 
EVACUATE all students and staff. 
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TEACHER/SCHOOL STAFF 

❑ Evacuate first 

❑ Notify principal or designee of hazardous material release. 

❑ Do not clean up or touch any chemical spill. 

❑ Take appropriate action (shelter-in-place, lockdown, or evacuation) when announcement is made or 
alarm is sounded. 

SCHOOL INCIDENT COMMANDER/PRINCIPAL/ASSIGNED STAFF 

❑ Determine the SAFEST course of action (shelter- in-place, lockdown, or evacuation).  

❑ Call emergency number 911 

❑ Activate SCHOOL ICS AND prepare to form unified command with first responder agencies 

❑ It may not be necessary to evacuate the entire school if one building is affected. In the event of inclement 
weather, students should be moved to an unaffected building. 

❑ The only information that should be released to the media is the phone number of the district public 
information officer (PIO). 

EXTERIOR: 

Shelter-in-place 
All School Staff 

❑ Render First-Aid. Use the shower or eyewash, as needed, for 15 minutes to clean contaminated persons. 

❑ Contain or neutralize the spill. Spills occur most often in science, art, and vocational shops. Certain 
chemicals, such as paint, can be cleaned up and put in a container. 

 

Toxic Inhalation may appear as Flu-Like Symptoms  
Carbon Monoxide: Symptoms include headache, dizziness, nausea, and shortness of breath. In severe cases, it can 
lead to loss of consciousness and death.  

Smoke Inhalation: In addition to respiratory symptoms, smoke inhalation can cause burns to the airways and 
introduce toxic chemicals that can damage the lungs and other organs.  

Irritant Gases: Gases like chlorine, ammonia, and sulfur dioxide can cause immediate and severe irritation to the 

respiratory tract, leading to coughing, wheezing, and difficulty breathing.  

https://www.google.com/search?sca_esv=ff452058d59b7f49&q=Carbon+Monoxide&sa=X&ved=2ahUKEwiTr__n3rKOAxUM4ckDHbhKL-kQxccNegUIjAEQAQ&mstk=AUtExfDdHgwIeLPhuDyHq23oNDpc5ixxuqOcL81wszJ9tIIWhfpmj5Lnlez-f3K6nJ5DByWHVUjVSN79aXafDGNx07pjmVDDpwbjN2l8OEiQGrvRBUdUjicP5IZSrYZR8pxfaLrS-4I6NrrwD5Bc6CU-9LM4waXlFtS2HvQONGIPikS5qfM&csui=3
https://www.google.com/search?sca_esv=ff452058d59b7f49&q=Smoke+Inhalation&sa=X&ved=2ahUKEwiTr__n3rKOAxUM4ckDHbhKL-kQxccNegUIlQEQAQ&mstk=AUtExfDdHgwIeLPhuDyHq23oNDpc5ixxuqOcL81wszJ9tIIWhfpmj5Lnlez-f3K6nJ5DByWHVUjVSN79aXafDGNx07pjmVDDpwbjN2l8OEiQGrvRBUdUjicP5IZSrYZR8pxfaLrS-4I6NrrwD5Bc6CU-9LM4waXlFtS2HvQONGIPikS5qfM&csui=3
https://www.google.com/search?sca_esv=ff452058d59b7f49&q=Irritant+Gases&sa=X&ved=2ahUKEwiTr__n3rKOAxUM4ckDHbhKL-kQxccNegUIigEQAQ&mstk=AUtExfDdHgwIeLPhuDyHq23oNDpc5ixxuqOcL81wszJ9tIIWhfpmj5Lnlez-f3K6nJ5DByWHVUjVSN79aXafDGNx07pjmVDDpwbjN2l8OEiQGrvRBUdUjicP5IZSrYZR8pxfaLrS-4I6NrrwD5Bc6CU-9LM4waXlFtS2HvQONGIPikS5qfM&csui=3
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Natural Hazards 

Natural hazards can include Hail, Tornado, Earthquake, Lightning, Snow/Ice Storm, Wind/Sandstorm, and Flood. In 

the event of a natural hazard, there is often no time to assess the situation. In this situation follow the procedure 

for SHELTER-IN-PLACE.  

There may be certain situations where an EVACUATION is the best response to prevent students and staff from 

being stranded on school grounds or placed in greater danger. Students should not be released if it is hazardous to 

do so. 

EARTHQUAKE 

Inside Building 

TEACHER/SCHOOL STAFF 

❑ Immediately turn away from glass areas and take cover under tables and desks and hold on. 
❑ EVACUATE classroom if the classroom is under immediate danger or instructed clear-out. 
❑ If structural damage, window breakage, etc. has been sustained, follow evacuation drill procedures 

following termination of the quake. 
❑ Extinguish all science classroom gas burners. Stay clear of chemicals. 
❑ Check students for injuries 
❑ If you evacuate, be prepared for falling debris and other dangers. 

INCIDENT COMMANDER/PRINCIPAL/ASSIGNED STAFF 

❑ Plan EVACUATION and clearly signal staff for evacuation with any means possible.  

❑ Follow evacuation protocol. 

❑ Keep a cellular phone in hand. 

❑ Be prepared to respond to major injuries, hazardous materials, and fires. 

❑ Establish an emergency command post immediately after the quake.  

❑ Account for all students. 

Outside Building 

TEACHER/SCHOOL STAFF 

❑ Move to an open area away from trees, portable backstop, power lines, buildings, etc. 

❑ Remain in a cleared area. 

❑ Adults and students DO NOT attempt to return to the building. 

INCIDENT COMMANDER/PRINCIPAL/ASSIGNED STAFF 

❑ Establish an emergency command post immediately after the quake. 

❑ Keep a cellular phone in hand.  

❑ Be prepared to respond to major injuries, hazardous materials, and fires. 

Flood, Snowfall, High Winds and Severe Weather 

 

 

These natural disasters are usually SHELTER-IN-PLACE until parents can be notified. Although closing school may be 
appropriate, students should not be sent home if it is hazardous to do so. Tornadoes/strong winds travel in an 
erratic path 5 to 50 miles in length at 25 to 40 miles per hour. Since the danger is present outside, follow the 
procedure for SHELTER-IN-PLACE. Dangers are from wind, flying debris, and collapse of buildings, trees, etc. 
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TEACHER/SCHOOL STAFF 

❑ Follow SHELTER-IN-PLACE procedures. 

❑ Keep all students inside the building and away from the windows. If the weather is severe and blowing, 
cover the windows. 

❑ If TORNADO, Open windows slightly to equalize air pressure (tornado). Hallways also provide protection. 

❑ Avoid auditoriums, gymnasiums, and structures with large roof spans. Avoid rooms with glass. 

❑ If TORNADO, Lowest floor, interior spaces on the opposite side of the wind – closets and other similar 
framed construction are safer areas. Poured in place concrete buildings are probably the safest types of 
building. 

❑ If EVACUATION, release students to appropriate parental pickups. 

INCIDENT COMMANDER/PRINCIPAL/ASSIGNED STAFF 

❑ Clearly instruct staff to SHELTER-IN-PLACE.  

❑ Move students from portables to the main building if time allows.  

❑ During school hours, assign staff members to monitor the weather reports via radio, TV, and internet (all 
school sites). 

❑ During school hours, assign staff members to monitor the weather reports via radio, TV, and internet (all 
school sites). 

❑ Consult with pre-designated district officials for evacuation of school plans. 

❑ If school is to be EVACUATED, plan for transportation, pickups, and media relations. 

❑ Provide protection protocol for school contents. 
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Bomb Threat Special Considerations:  

 

YOU’VE RECEIVED A BOMB THREAT 

A bomb threat must always be considered a real and immediate danger to students and personnel. Personnel 

should follow established procedures. Bomb threats may be an unidentified object or item which may be found on 

school grounds. Bomb threats may also be received by phone, mail, email, or text message.  

By Telephone 

It is very important that the person receiving the threat gets as much information as possible from the 
caller, i.e., where the bomb is located, what time it is scheduled to explode, why he/she placed the bomb 
in the school, what the bomb looks like. The recipient should note the following: sex of caller and 
approximate age - man, woman, boy or girl; voice quality - accent, peculiar speech mannerisms; exact 
time call was received; background noise - music (type), motors, traffic. Use the Bomb Threat Report 
form. 

By Written Message 

If a threat is received by letter or email, it should be preserved for investigation by the police. To 
accomplish this, the person opening the letter and recognizing it as a threat, should place the letter in a 
document protector and report it to principal/designee. 

NEXT STEPS 

The principal or designee will Evacuate based on the situation and in coordination with first responders.  

Using the BOMB THREAT REPORT as a reporting form will provide an orderly procedure for maintaining the 
safety and welfare of students and staff. In addition, this form serves as a precise record of all incident responses 
and actions. It is especially useful in a phone call threat. 

No bomb threat is to be disregarded as being a prank call. 

TEACHER/SCHOOL STAFF 

❑ Keep the caller on the phone. 
❑ If a student answers the phone, get an adult immediately. 
❑ Remain calm and begin to talk to the suspect 
❑ Utilize the FEMA BOMB THREAT PROCEDURES document and document the call. 
❑ Follow EVACUATION procedures if initiated 

INCIDENT COMMANDER/PRINCIPAL/ASSIGNED STAFF 

❑ Clearly communicate and instruct staff to follow 

❑ EVACUATION procedures.  

❑ Call the emergency number or 911 to activate ICS. 

❑ Do not use radio, phones, or electronic bells.  

❑ Avoid spreading panic; do not refer to the “bomb” or “bomb threat.” 

❑ Do not touch, pick up, or move any object found which is not familiar. 

❑ If the officer determines an evacuation is necessary, follow the EVACUATION procedures 

Explosion Special Considerations:  

In the event of an explosion, there is often no time to assess the situation. In this situation follow the procedure for 
EVACUATION. 

INSIDE BUILDING 
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TEACHER/SCHOOL STAFF 

❑ Immediately turn away from glass areas and take cover under tables and desks.  

❑ Follow EVACUATION procedures. 

❑ Extinguish all science classroom gas burners. 

❑ Check students for injuries. 

❑ If you evacuate, be prepared for falling debris and other dangers. 

❑ Account for all students 
 

INCIDENT COMMANDER/PRINCIPAL/ASSIGNED STAFF 

❑ Call emergency number 911 to activate ICS.  

❑ Plan EVACUATION and clearly signal staff for evacuation with any means possible. 

❑ Follow evacuation procedures. 

❑ Keep a cellular phone in hand. 

❑ Be prepared to respond to major injuries, hazardous materials, and fires. 

❑ Establish an emergency command post. 
 

OUTSIDE BUILDING 

TEACHER/SCHOOL STAFF 

❑ Move to an area away from the building.  

❑ Adults and students DO NOT attempt to return to the building. 
 

INCIDENT COMMANDER/PRINCIPAL/ASSIGNED STAFF 

❑ Keep a cellular phone in hand.  

❑ Be prepared to respond to major injuries, hazardous materials, and fires. 

❑ Establish an emergency command post immediately after the explosion. 
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Fallen Aircraft (Including Hot Air Balloons) 

 

A fallen aircraft includes planes, hang glider, hot air balloon, helicopter, etc. that has fallen out of the sky and has 
crashed on or near school property. All types of aircraft that use gas to power a motor or engine have a high risk of 
fire or explosion after a crash. 

In the event of a fallen aircraft, teachers/administrators should instruct students to implement SHELTER-IN- PLACE 
procedures. 

TEACHER/SCHOOL STAFF 

❑ If a building is involved in a crash, all students/staff shall be EVACUATED. 

❑ Follow SHELTER-IN-PLACE or EVACUATION 

❑ procedures. 

❑ Clear all students immediately away from the crash site. Maintain a safe distance from aircraft (Minimum 
of 400 yards. For military aircraft, use greater caution.) 

❑ Move away and upwind from aircraft, allowing for possible explosion. 

❑ Do not attempt to assist at the crash site. 

❑ Notify the Principal immediately. 

❑ Take classroom roster for student accounting. 

❑ Take attendance. Report according to Student Accounting and Release procedures. 
 

INCIDENT COMMANDER/PRINCIPAL/ASSIGNED STAFF 

❑ Call emergency number 911 to activate ICS. Initiate SHELTER-IN-PLACE or EVACUATION 

❑ procedures campus-wide. 

❑ Check with staff to ensure safety of and accountability for all students and staff. 

❑ Ensure that no one returns to buildings for ANY reason until such buildings are officially declared safe by 
the fire department, district Maintenance and Operations, etc. 

❑ The only information that should be released to the media is the phone number of the district public 
information officer (PIO). 
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Transportation Emergencies 

School Bus Transportation Emergencies may include but are not limited to bus accident with other motor vehicle, 
bus accident with stationary object, medical emergency on board bus, discipline emergency on board bus, vehicle 
emergency requiring evacuation, vehicle emergency not requiring evacuation, and vehicle break down. Procedures 
for dealing with school bus emergencies are: 

Vehicle trouble requiring evacuation: 

❑ Driver contacts dispatch if time permits. 

❑ Bus evacuates immediately to safe location if time does not permit to contact dispatch first. 

❑ Contractor/dispatch contacts required assistance (e.g., police, medical, school). 

❑ Contractor/dispatch notifies Student Transportation Services (STS. 

❑ STS contacts required departments (e.g., Risk Management, Police); and 

❑ STS responds to scene to gather information to document incident. 

Vehicle trouble not requiring evacuation: 

❑ Driver contacts dispatch. 

❑ Contractor/dispatch contacts required assistance (e.g., police, medical, school). 

❑ Contractor/dispatch notifies Student Transportation Services (STS). 

❑ STS contacts required departments (e.g., Risk Management, Police); and 

❑ STS responds to scene to gather information to document incident. 

Passenger trouble requiring transportation personnel intervention: 

❑ Driver contacts dispatch. 

❑ Contractor/dispatch contacts required assistance (e.g., Police, medical, school). 

❑ Contractor/dispatch notifies Student Transportation Services (STS). 

❑ STS contacts required departments (e.g., Risk Management, Police); and 

❑ STS responds to the scene to gather information to document the incident. 

Passenger trouble requiring police intervention: 

❑ Driver contacts dispatch. 

❑ Contractor/dispatch contacts required assistance (e.g., Police, school). 

❑ Contractor/dispatch notifies Student Transportation Services (STS). 

❑ STS contacts required departments (e.g., Risk Management, Police); and 

❑ STS responds to the scene to gather information to document the incident. 

Passenger trouble requiring medical intervention: 

❑ Driver contacts dispatch. 

❑ Contractor/dispatch contacts required assistance (e.g., Medical, school). 

❑ To save time, drivers may transport to nearby school or fire stations if in proximity and notify dispatch of 
location. 

❑ Contractor/dispatch notifies Student Transportation Services (STS). 

❑ STS contacts required departments (e.g., Risk Management, Police); and STS responds to scenes to gather 
information to document incidents. 

Principal of the receiving school: 

❑ Driver contacts dispatch. 

❑ Contractor/dispatch contacts Principal/Administration. 

❑ Principal/School Administration will contact parents and or send out messages through the district 
parent/guardian communication system. 
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For further information on all transportation regulations please see NMAC 6.41.4 Standards for Providing 
Transportation for Eligible Students. 
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Loss of Power or Water 

If loss of power or water cannot be immediately restored and may negatively impact students, school may need to 
be dismissed. 

● Loss of power or water should be phoned to District Maintenance and Operations at . 

● Maintenance and Operations will assess the situation and advise the Superintendent or Chief Operations 
Officer and the site administrator with the estimate of when the utilities will be restored. 

● The decision to close school or change hours of the school day is the responsibility of the Superintendent or 
designee. School principal will determine if a SHELTER-IN-PLACE is necessary. 

● If the situation occurs after hours, the Maintenance and Operations Emergency Work Order Line should be 
phoned at . 

 

 

Civil Disturbance 

Civil Disturbance is a disruption in the educational process due to unreasonable behavior, mass disobedience, or 
other inappropriate behaviors or actions stemming from a group of individuals that threatens the stability and 
operation of the school and/or the safety of the students/staff. This may include sit-ins, walk-outs, protests, etc. 

● Coming from within school- follow SHELTER-IN-PLACE procedures. 

● Disturbance outside school property-follow SHELTER-IN-PLACE procedures, depending on the situation. 

 

 

Cyber Breach  

Cyberattacks are malicious attempts to access or damage a computer or network system. Cyberattacks can lead to 
the loss of money or the theft of personal, financial and medical information. These attacks can damage your 
reputation and safety. 

Cybersecurity involves preventing, detecting and responding to those cyberattacks that can have wide-ranging 
effects on individuals, organizations, the community and the nation. 

● Technology will open a ticket. 

● Depending on the severity of the incident, Technology will disable network traffic to and from the school 
site. 

● Depending on the attack vector, IT field technicians may also be dispatched for imaging and remediation on 
school devices. 

● After device and/or network remediation, the IT Security Director will review and re-enable access for the 
school site. 
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Missing Student: Amber Alert™ 

The AMBER Alert™ program is a voluntary partnership between law-enforcement agencies, broadcasters, 
transportation agencies, and the wireless industry, to activate an urgent bulletin in the most serious child- 
abduction cases. The goal of an AMBER Alert™ is to instantly galvanize the entire community to assist in the 
search for and safe recovery of the child. 

There are certain situations where it is of utmost concern to keep track of all students. This includes off-site field 
trips. Ensure that field trips sponsors have correct attendance lists and emergency contact information. 

Attendance must be taken at key intervals throughout the day to ensure all students are accounted for. These times 
include before the transportation leaves, when the transportation arrives on site, after entering the site, after 
boarding transportation at the end of the trip. 

 

 

Media Relations 

Though there are not many certainties in a school crisis, it is guaranteed that the media will be at the scene. 
Instead of being overwhelmed by the media, be prepared to follow district protocol, and refer all media inquiries 
to the district level PIO. 

District level PIO:  Add: Name and phone number/s and email  
● The district level PIO is the designated representative to deal with the media and local first responder’s PIO. 

● The PIO will lead efforts to inform the media on the situation as it develops. 

 

Important tips for schools when dealing with the media: 
● Emphasize that only the designated representative will give information to the media. Every effort should be 

made to keep students away from the media during the event. 

● Designate a predetermined site for the media to assemble. If this site is not safe during the incident, the 

principal or Incident Commander should designate an alternate site. 

● Be prepared to deal with the media trying to get live coverage, pictures, and interviews. Direct them to the 

district level PIO. 

● If the incident requires the presence of various government agencies, work collaboratively with all PIO 

representatives to share accurate information. 

● Ensure all district personnel and other involved parties follow safety protocols, such as use of gloves, facial 

masks, and protective gear, if necessary. 
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Special Events 

 

Special events can include sporting events, graduations, dances, memorials, etc. School administration needs to 
plan for these special events using current emergency procedures and event specific protocols.  

On Campus Events:  
❑ Announce evacuation routes/exits before the event begins. 

❑ Announce emergency or other reporting phone numbers to report problems or illegal activity at the 
venue). 

❑ Work with local police and fire for traffic control and to determine fire code regulations. 

Off Campus Events: 
❑ Become familiar with emergency evacuation routes at the facility/area you are visiting. 

❑ Pre-identify a nearby facility where students can be taken in the event of an evacuation. 

❑ Pre-identify alternative methods of transportation if the vehicles/buses used to arrive are not available to 
return from an event. 

Athletic Events: 
❑ Provide the local emergency medical services division with site information (i.e., address, map, and 

emergency access points) for each district athletic facility. 

❑ Post site information for each district athletic facility in an area accessible to event staff. 

❑ Prepare public address announcements specific to a situation (i.e., weather, emergency, etc.) that 
provides direction for evacuating a district athletic facility - have announcements readily available for 
designated event staff. 

❑ Provide event managers with contact information for local police and fire departments. 

❑ Review district athletic facility site information and evacuation routes with event staff and security. 

❑ Train event staff and security to work with local police and fire departments when an emergency arises 
and to assist with evacuations when necessary. 

❑ Incorporate public address announcements at the beginning of each athletic event that provides direction 
for reporting an emergency, problem, or illegal activity at a district athletic facility. 
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Parent/Guardian Notification of Emergency  Protocols 

 

Schools shall notify parents/guardians in writing at the beginning of each school year of the possible situations 
that may occur on campus while their children are at school. This shall include specific protocols and types of 
communications systems that will be utilized in the event of an emergency.  

While it is not necessary to detail every possible emergency, it is important for them to be aware of the 
responses the school may take for Active Shooter, Shelter-in-Place, Evacuation and Family Reunification. 

Parents/Guardians shall be informed when an emergency has occurred. 

Tests shall be conducted on school systems through annual inspections and emergency drills to ensure 
procedures are working.  

Parents/Guardians shall be notified when an emergency has occurred through the district communication 
system via phone and/or email.  

Information will also be available through the school website, social mobile app. 

It is critical that schools have updated contact information. Parent/Guardian contact information shall be 
collected during registration. The parent/guardian is responsible for updating the school after registration. 

 

Required: The school district is required to attach a copy of the letter sent to parents explaining the above 
procedures and protocols. 

A SAMPLE LETTER IS INCLUDED IN RESOURCE GUIDES on the PED website that may be modified for your 
school. 
 

Insert a copy of the actual letter sent out. It must include a date sent within the 
current school year, method sent and signed by an administrator for the school or 
district. 
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Section V: Recovery  
Insert School Logo Here. Delete box if not using 
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Family Reunification Site Planning 

 

Note: It is the responsibility of the school and district to maintain a chain of custody for every student during an 
emergency. A pre- determined reunification plan in cases of crisis ensures the process will not further complicate 
an already chaotic, anxiety-filled scene. Schools should share their reunification plan with families, so they know 
what to expect. It is important to note that this plan may be adjusted as needed depending on the circumstances. 

 

You are required to answer the following questions and have at least one (1) Family Reunification Site with a Map 

inserted where indicated: 

If you would like assistance in Reunification Site Planning and Development contact:  
See Training Instructor document  

 

1) Primary Reunification Site Name and Address: _____________________________________ 
2) Primary Reunification Site Contract Person for Activation: 

Name: ______________________ Phone Number: _______________  
 

3) Secondary Reunification Site Name and Address: ___________________________________  
4) Secondary Reunification Site Contact Person 

Name and Phone Number: ___________________________________ 
 

5) Do you have a Reunification Team? YES/NO   _____ 
 

6) Do you have a written Family reunification Plan? YES/NO ______ 
 

7) If you have a written plan, does it include school staff, teachers, transportation buses and routes, emergency 
management, law enforcement, mental health workers, two-way radios, tracking systems? YES/ NO ______ 

 
8) Do you have a reunification card in your plan, so that parents do not have to rely on cell service to retrieve student 

information at the site? YES/NO_______ 
 

9) Have you ever trained or exercised your plan at the Primary Reunification Site? YES/NO______ 
 

10)  If yes, what was the date of your last Functional or Full-Scale exercise? ____________ 
 

11) If activated, how much time is estimated to get the Reunification Site ready to serve families? _____________ 
 

12) Do you have a written Memorandum of Understanding (MOU) in place with the Reunification Site/s? YES/NO_______ 
 

Interoperable Communications Systems 

1) Is your school district currently using an inoperable communications system such as RAVE, Mutualink, or another Panic 
Button alert?     YES_____ NO______  

2) Name of System or Vendor used_____________________________________ 
 

3) If you are not currently using an interoperable system, please explain rationale for this? 
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________ 
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45 
 

 



  

46 
 

Primary Reunification Location Map 

Required: Insert primary reunification location map here. This can be an aerial or street view image. Please include 
the physical address if not included on the map.  At least one reunification site is required.   
 
Reunification locations are ONLY for family members responding to the emergency.  It is recommended that you choose 
a primary and secondary location for reunification. Once a threat or hazard is mitigated by first responders, then school 
officials will take accountability, and reunite families at the reunification location in collaboration with first responders 
and emergency management agencies. Mental health advocates should be at the reunification sites to assist with 
psychological needs for those affected by the event.  
 
 
 
 

Primary Reunification Location Map 
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When to Initiate the Reunification Plan 

 
The plan may be initiated during abnormal incidents at or near the school, including but not limited to: 

● Severe weather 

● Hazmat incident 

● Urgent health threat 

● Bomb threat 

● Power outage 

● Criminal activity in the area 

● Active violence at the school 

● Sudden school closure due to health threat 

Initiating the Reunification Plan 

 
In most cases school and district leaders determine whether to evacuate/relocate students and staff. In the case 

of an active shooter, students and staff should immediately evacuate and run from danger when possible. 

● Students and staff may first evacuate to another part of campus or nearby location before being moved to a 

reunification site. Teachers, staff, and police escort students to the reunification site. 

● Teachers need to make sure they have their class rosters with them in a “Go Kit” so they can take roll and 

report any missing students to a designated administrator who will contact Police who will assist in tracking 

down missing students. 

● Index reunification cards will be included in Teacher's “Go Kit.” 

● If the relocation/reunification site is not within walking distance, Transportation will be notified, and students 

will be transported by bus from the initial evacuation location, accompanied by teachers, staff, and police. 

● Communications will notify families about any type of evacuation and the location of the staging area using 

School Messenger phone calls and emails, social media, school and district websites, and the media. 

● Establish a media staging area. Communications will periodically update media. 

● Dispatch a response team to the reunification site and set up a parent check-in location. Public safety and 

mental health personnel should be on hand as well. 

● Deliver students to a reunification site and stage them in a designated area (if possible, keep students inside 

and parents outside until all processes are organized to reunify). 

● Once students are on site, Communications notifies parents of the reunification site and moves the media 

staging area near the reunification site. 

● “Greeters” direct families to a parent check-in location and help them understand the process. 

● Parents show ID and fill out an index card that includes: 

o Student Name 

o Student Grade 

o Teacher’s Name 

o Student’s Cell Phone Number 

o Name and Relationship of Person Picking Up Student 

● Identified district or school staff research emergency contact information for release of students. 

● “Reunifiers”/Runners recover students from the student staging area and deliver them to parents/guardians. 

● Direct reunited students and parents/guardians from the site to keep the process flowing. 
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● When a parent can’t immediately go to the reunification site, students will only be released to individuals 

previously identified as a student’s emergency contact. Otherwise, the school will hold students until parents 

can pick up their students 

Reunification Team 

This team will be composed of district- and school-level personnel and other community stakeholders who have 

an expertise in or desire to help with reunification operations. Reunification Team operations are conducted at an 

off-site location from the main school campus and after a re-location of the student body for any crisis or 

emergent event.   

The make-up of the Reunification Team will be dependent upon the capacity and characteristics of your 

school, district, and surrounding community. An Incident Command Team and structure should be deployed 

for reunification.  

● Note: An Example of the ICS structure that could be utilized is included in the Resource Section of this 
plan.  

o A sample form and checklist for this process is included in the Resource Section of this plan. 

o Photo Identification of Parents/Guardians is required for Reunification at time of pick-up 

Reunification Locations  

On Campus: If an emergency dictates that family reunification needs to occur on campus ensure that family and 

student separation is in-place. Utilize pick-up/drop-off procedures to help facilitate family reunification.  

Off- Campus: If reunification is required off-campus, ensure that reunification locations are separated from 

evacuation locations. Reunification locations are ONLY for responding family members. Evacuation sites are for 

students and staff. Contact your local emergency manager as they may have pre-established reunification centers 

already established.  
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Psychological and Emotional Learning and Recovery Procedures 

You are required to answer the following questions related to social and emotional learning and anonymous 
reporting. 

  
1) Does your school/district participate in the Anonymous Reporting System provided through New Mexico Schools 

Insurance Authority? YES/NO ______ 

2) Has your district purchased or currently participated in another Anonymous Reporting System? YES/NO ____ 

3) If yes, what is the name of the system/program? ________________________________  

4) If you are not using an Anonymous Reporting System, please explain your rationale for this and consider 
contacting NMPSIA for information: 
_____________________________________________________________________________________________
__________________________________________________________________________________ 

See PED website for additional information and notification letter templates on PED website. Safe Schools – New 
Mexico Public Education Department (state.nm.us) 

 

HOW and WHEN to Notify:  Death, Serious Injury, Crisis, Terrorism, or Disaster Event 
 

All School Staff MUST: Obtain 100% confirmation of all information before notifying students and staff. 
Never use the public address system (intercom) to notify students or staff of a death or serious injury. 

A school announcement of the death of a student or staff that affects a school community is critical and needs to 
be done as soon as possible, to reduce distress caused by rumors and misinformation. A staff person should be 
designated as the single school spokesperson. If during school hours, a written statement for staff should be used 
to disseminate information on the death or crisis. Staff is expected to notify their students at a time determined 
by the Incident Commander, only sharing information that has been verified by the RECOVERY Team. It is not 
uncommon that a highly impacted Staff member may need assistance with the notification. 

Informing the staff first will give the opportunity for questions and acknowledge their grief and loss. It also gives 
the staff the opportunity to prepare how to respond to their students and follow the guidelines on student 
notification. 

Guidelines for student notification include: 
● The announcement should only include accurate information that has been verified and released by the 

family or the authorities to help control rumors. We will no longer include the cause of death in any 

announcements or correspondence. The name of the student will only be released internally to staff and 

students after a good faith effort has been made to reach the family for permission. The cause of death and 

student name will never be released in any correspondence to the community. 

● The students need to get the same information at the same time (e.g., homeroom, first period class, or in 

small groups) from someone they know (if possible). 

● The announcement should be appropriate to the grade level of the students, especially in primary and 

middle schools. 

● Never use public address systems or school assemblies to announce a death. 

● NEVER notify anyone of a death or tragedy without including information on mental health support 

services and how to access them. 

https://webnew.ped.state.nm.us/bureaus/safe-healthy-schools/safe-schools/
https://webnew.ped.state.nm.us/bureaus/safe-healthy-schools/safe-schools/
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A prepared statement for parents/guardians is very important. A letter should be sent home to notify their 
parents/guardians about the tragedy and what services are being offered to students. Provide parents/ guardians 
with helpful ways to support students, including signs and symptoms of normal reactions to trauma, other 
preventive information, and a list of local resources. 

 

District Continuity of Operations Planning (COOP) 

The overall purpose of continuity planning is to ensure the continuity of essential functions under all conditions. 
The current changing threat environment and recent school emergencies, including acts of nature, accidents, 
technological emergencies, and terrorist-related incidents, have increased the need for viable continuity 
capabilities and plans that enable schools to continue their essential functions in an all-hazards environment and 
across a spectrum of emergencies. Because Continuity of Operations Plans (COOP) are activated only when a 
major emergency shuts down a school for a length of time, districts are often involved in each school’s plan. 

 
You are required to answer the following questions related to Continuity of Operations Planning 

1) Does your district, school board or charter school have a written continuity of operations plan? 
YES/NO ______ 

2) Have you ever contacted your county/city emergency manager to discuss being included in the continuity 
of operations planning for the city or county? YES/NO___________ 
 

3) What is the name and phone number of your county or city emergency manager? 
Name:  ________________________ 
Phone Number: _________________ 

 
 

Decision Matrix for COOP Implementation 

 School Hours Non-school Hours 

Event With Warning 

● Is the threat aimed at the facility or 
the surrounding area? 

● Is the threat aimed at students or 
school/district personnel? 

● Are students/staff unsafe if they 
remain in the facility and/or area? 

● [Insert additional points here] 

● Is the threat aimed at the facility or the 
surrounding area? 

● Is the threat aimed at students or 
school/district personnel? 

● Who should be notified of the 
threat? 

● Is it safe for students/staff to return 
to school the next day? 

● [Insert additional points here] 

Event Without Warning 

● Is the facility affected? 

● Are students/staff affected? Have 
students/staff safely evacuated or 
are they sheltering-in-place? 

● What are instructions from first 
responders? 

● How soon must the 
school/district be operational? 

● [Insert additional points here] 

● Is the facility affected? 
● What are instructions from first 

responders? 
● How soon must the school/district be 

operational? 
● [Insert additional points here] 
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Section VI: Assurances & Appendices 

A-K 
 

Notice to: Principals, Superintendents, Charter Directors, School 
Boards, and Governing Councils  

Appendix K is to be signed by both the Superintendent and School Board or Charter 
Director and Governing Council, and prior to submission of the Safe School Plan.  

The Safe School Plan and all signed Assurances are due on or before December 1, 2026 

 

 

 

The following Assurances are required as part of the Safe School Plan (SSP) NMAC 
6.12.6 and other NM Statutes for Federal Laws as designated on each Assurance 

page. They are to be reviewed, completed, signed and dated by all individuals 
noted on each Assurance.  

The PED reviews all school plans over a three-year rotating cycle. Assurances may 
be updated each year by the NM PED based on changing New Mexico 

Administrative Code, New Mexico Statutory Requirements, and any other Public 
Education Department Rule that may affect the safety and health of emergency 

operational planning within Public and Charter Schools.  
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APPENDIX A- Assurance Armed and Unarmed School Security Staff or Police Requirements 

New Mexico Public Education Department (NM PED) 
PED for Public and State Charter Schools 

School District or Charter Name: School Name: 

Printed Name of Principal:  
Signature:  
Date Signed: 

Printed Name Superintendent or Charter Director: 
Signature: 
Date Signed: 

 

 

 

I assure that the school personnel and school board/council members named above has read and understand the 

armed and unarmed school security information contained in this Assurance.  Additionally, if any armed school 

security staff is/are employed the following requirements apply and must be coordinated through the New 

Mexico Public Schools Insurance Authority.  

Armed, School Employed, Security Staff or Police - must have either; (1) former law enforcement officer experience 

(minimum 3 years) or (2) must be Department of Public Safety certified and must be commissioned by a sponsoring law 

enforcement agency.  

Prior to employment of armed security staff mandatory training will occur per 6.12.12 NMAC  

● The 16-hour program of training for working with students with special needs; it is to be provided by a program approved 
by the department in collaboration with the New Mexico Public School Insurance Authority.  

● The 4-hour program of training (cultural competency and prohibited profiling practices), is to be provided by a program 
approved by the department in collaboration with the New Mexico Public School Insurance Authority. 

● The 8-hour initial use of force training and Initial firearms training 16 hours, is to be provided by a certified use-of-force 
instructor through a local law enforcement agency, or through a New Mexico law enforcement academy certified firearms 
instructor approved by a local law enforcement agency in the jurisdiction in which the school district or charter school is 
located. 

● A 4 -hour annual firearms and firearms manipulation training is required. 

 

Explanation of Why Assurance Must Be Provided 

All schools in the state of NM must comply with TITLE 6 PRIMARY AND SECONDARY EDUCATION CHAPTER 12 PUBLIC 
SCHOOL ADMINISTRATION – HEALTH AND SAFETY PART 12-ARMED PUBLIC SCHOOL SECURITY PERSONNEL 

 

https://www.srca.nm.gov/parts/title06/06.012.0012.html
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APPENDIX B-Assurance Response Teams Development, Training Records- Required 

New Mexico Public Education Department (NM PED)  
PED for Public and State Charter Schools 

School District or Charter Name: School Name: 

Printed Name of Principal:  
Signature:  
Date Signed: 

Printed Name Superintendent or Charter Director: 
Signature: 
Date Signed: 

 
 
I assure that I have reviewed the training and response team requirements, and that Appendix B-1 has been fully 
completed. 
 

 

●   All staff and volunteers have completed the required training with qualified/certified instructors.  

●  Training was completed or is scheduled to be completed within this school calendar year as noted on the 
training schedule. 

●   All training rosters and certificates are maintained with the school or district 

●   All training records and required certificates are required to be submitted with the Safe School Plan subject 
to inspection by either PED or the New Mexico Public Schools Insurance Authority.  

●   The Public Education Department provided a training instructor resource guide to the superintendent with 
contact information for the selection of qualified/certified trainers and specific online course links, to enable 
the scheduling of timely completion of training courses.  

 

Explanation of Why Assurance Must Be Provided 

NMAC and NMSA as noted in this plan require that specific training be completed by some or all the school staff to ensure 
competency, techniques, professional development, and potentially reduce any liability issues that may arise during an 
incident or event.  Appendix B-1 was compiled into one place to enable effective and efficient verification by school 
administrators and safe school plan reviews on an annual basis.  

Rule:  Loss Prevention Management System, NMAC 6.50.12.8 (D)  
 

https://www.srca.nm.gov/parts/title06/06.050.0012.html
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APPENDIX B-1- Safe School Plan Teams Development &Training Schedule 

New Mexico Public Education Department (NM PED) 
(Instructor list provided on website)  Safe Schools – New Mexico Public Education Department (state.nm.us) 

Mandatory Training & Teams Date of Training  
Name Trainer & 

Agency Providing 
Training  

Comments/Notes/Frequency of Training 

Required: Safe School Plan Technical 
Support Training and Requirement 
Overview- 
Webinar-TEAMS  

Select the date 
attended from 

options  

Kim 
Montgomery/PED 

SHSB 

Once every three years during your PED 
review cycle 

 
 

Superintendent/Director attending: ** 
Name: ________________ 
Principal Attending: ** 
Name: ________________ 
Other Staff Attending: 
___________________ 
  
 

 Kim 
Montgomery/PED 

SHSB 
TEAMS calendar 
invites sent to 

Superintendents 
to communicate 
and forward to 

staff 

Superintendents and Principals are 
required to attend one of the four 
scheduled training courses below.   

 
July 30, Thursday, 2 - 4 p.m. 

August 4, Tuesday, 11 a.m. – 1 p.m. 
August 12, Wednesday, 1 – 3 p.m.,  

August 14, Friday, 9 – 11 a.m.  

Required: IC 100 On-line FEMA Course- 
with Certificate 
Minimum of 2 staff per school  

 
FEMA on-line 
course only 

**IS 100 
Link to training: 

FEMA - Emergency Management Institute 
(EMI) Course | IS-100.C: Introduction to 
the Incident Command System, ICS 100 

 

Incident Commander** 
Name________________ 

Certificate Date: 
 
 

FEMA-only Copy of certificate must be uploaded into 
secure google drive-Principal 

Back-up Incident Commander** 
Name_______________ 

Certificate Date: FEMA-only Copy of certificate must be uploaded into 
secure google drive-back-up IC 

Public Information Officer 
Name________________ 

  Recommend District 
Superintendent/Charter Director fill this 
ICS role 

Other_______________    

Other_______________    

Required: Safety Committee  
Minimum of three people to include one 
SPED expert, one educator, one 
administrator, at least one R & S trained 
staff member  

  
NMAC 6.11.2 -Shall include at least one 
member trained and designated for 
restraint and seclusion 

Name: SPED     

Name: Educator    

Name: Administrator    

Name: At least one Trained Staff for R & S    

Required: Active Shooter Training  List of approved 
agencies/trainers 

provided on 
Training Guidance 

Once every 2 years. Use December 1, 
submission date of year of the Triennial 
Review as cutoff date for training.  

All staff are empowered to 
activate 

 

Model Used:   Review Special Instructions for Active 
Shooter Training Must be in person 

https://webnew.ped.state.nm.us/bureaus/safe-healthy-schools/safe-schools/
https://training.fema.gov/is/courseoverview.aspx?code=IS-100.c&lang=en
https://training.fema.gov/is/courseoverview.aspx?code=IS-100.c&lang=en
https://training.fema.gov/is/courseoverview.aspx?code=IS-100.c&lang=en
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Mandatory Training & Teams Date of Training 
Name Trainer & 
Agency Providing 
Training 

Comments/Notes 

Required: AED Training- 
● Designated Cardiac emergency 

response personnel (see below) 
● All Coaches 7-12 
 

 See note Trai Agency names should be issued on 
certificates. Note: Please register your 
AED program with the DOH, see Cardiac 
Arrest Response Act (24-10C NMSA 1978) 
& Implementing Regs. 7.27.8 NMAC.  

AED/CPR  
 
Documentation and Rosters 

 
 
 
 
Location of AED 
on High School 
Campus: 
_______________
_______________
_______________ 
 
 
 
 
Documentation of 
CERP uploaded: 
Yes_____ 
No_____  
 
CERP Requirement 
will go into effect 
for all Elementary, 
Middle and 
Charter Schools in 
SY27-28 
 
 
 
Roster of 
designated as 
cardiac emergency 
responders 
uploaded: 
Yes_____ 
No______ 
 
 
 
 
 
 
 
 
 
 
 

 New for the 2026-2027 School Year  

 
 
New state law requires all New Mexico 
schools to have automated external 
defibrillators on campus:  
● High schools: Must have an AED by the 
2026-2027 school year  
● Elementary, middle, and charter 
schools: Must have an AED by the 2027-
2028 school year. 
 
 
Effective December 23, 2025, 6.60.11 
NMAC, per 22-33-6 NMSA 1978, Each 
school shall adopt cardiac emergency 
response plans (CERPs), in accordance 
with the American Heart Association 
guidelines or nationally recognized, 
evidence-based standards with core 
elements focused on emergency 
cardiovascular care, including appropriate 
placement, signage, and routine 
maintenance of AEDs. The CERP must also 
include a plan for athletic events, 
including access to AEDs during athletic 
events. 
 
Training Requirements 6.60.11 NMAC 
establishes the mandatory training 
requirements for the response to a 
sudden cardiac arrest or similar life-
threatening emergency.  
 
Starting in the 26-27 school year(SY), 
6.60.11 NMAC was amended to establish 
training requirements for school 
personnel designated as cardiac 
emergency response personnel. At least 5 
people OR 10% of staff (whichever is 
greater) must be designated as cardiac 
emergency responders These staff must 
complete CPR and AED training 
(“certification” is not required, but 
recommended). 
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Roster uploaded 
of student athletic 
coaches: 
Yes_____ 
No______ 
 
 

 
Requirements for Student Athletics 
Section 22-13 31.2 NMSA 1978 and 
administrative code (NMAC 6.63.8.8) 
require all school personnel who serve as 
athletic coaches in grades seven through 
12 to maintain valid certification in both 
AED use and cardiopulmonary 
resuscitation. 
 
PED requires a roster completed by 
school that records the: 
Name of Coach 
Date of training 
Expiration date of certificate 
 
 
 

Required: Anti-Bullying and Cyber-
Bullying Prevention Training 
Course Options: 
 
Training Options  

Direct link to PED CANVAS course:  
https://nmped.instructure.com/cours

es/4468 
 

VECTOR staff courses below 
Bullying: Recognition and 
Response (VECTOR suite) 
 
Cyberbullying (VECTOR suite) 
 
Other Training: See note or 
requirements 
 

See note 
 
 

 Annually All Staff & Volunteers that have 
significant contact with students. 
 
Note: maintain a roster of all staff and 
volunteers trained. Regardless of the 
course chosen.  
 
The VECTOR system can be accessed for 
rosters/dates/names of courses/names of 
staff.  
The CANVAS course provides 
roster/badge.   
 
Other courses must include a roster with:  
Name of Course 
Instructor or on-line, 
Name of attendees 
Date/s of training 
Signature if done in person.  
 
Please review Assurance E and (NMAC) 
6.12.7.7 

Required: Anti-Bullying and Cyber-
Bullying Prevention-see above notes 

Roster Uploaded 
that meets 
requirements for 
course chosen 
 
YES____ 
No_____ 

 See notes above 

Required: District/School Administrator 
assigned to investigate and supervise 
reports of bullying:  
 
Name: ___________________________ 
 
Name: ___________________________ 
 

  Designation of a school or district 
administrator or staff member who has 
the responsibility to investigate or 
supervise the investigation of all reports 
of bullying and follow-up reporting 

https://regulations.justia.com/states/new-mexico/title-6/chapter-63/part-8/section-6-63-8-8/
https://nmped.instructure.com/courses/4468
https://nmped.instructure.com/courses/4468
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Required: Emergency Drills (8)  
Maintain records all 8 drills on the 
Assurance Page C-1.  
 
First 4 weeks: 
2 Fire Drills 
1 Evacuation Drill  
1 Active Shooter Drill 
 
Remainder of year: 4 additional drills of 
which 2 will be fire drills.  
 

 
See Appendix C-1 
to record types 
and dates of drills. 
Do not record 
here. 

 
 See Note 

 
Annually 
Note: The Email/Letter invite to Fire 
Jurisdiction Chief shall be sent at the 
beginning of year with the scheduled list 
for all (8) planned emergency drills 
Schools are required to invite the Fire 
Department.  Attendance by FD 
dependent on availability and staffing. The 
invitation letter must be attached to 
Assurance C.  

Optional Teams and Training 

Date of 
Training/or 
Scheduled 
Training 

Name Trainer & 
Agency Providing 
Training 

Comments/Notes 

Restorative Practices Training   Highly Recommended for All Staff 

Suicide Intervention Training 
QPR- Question, Persuade, Refer 
 

  Highly Recommended 
  

Crisis Intervention/Response Team: A 
Suicide Intervention Coordinator (district 
or school level) required to be on team if 
one is created 

  Highly Recommended- All members of 
this team if created at your school must 
have QPR training and a district level 
Suicide Intervention Coordinator 

Suicide Int/Coord.  
Name: 

   

Reunification Team Members and Plan 
Development Training 
Add team members if you have a team 

  Highly Recommend 

    

    

    

    

    

PFA-S 
Psychological First Aid for Schools 

  

Highly Recommended for all staff-
Excellent companion training for 

Reunification Sites and School Disasters 
recommended for all staff. 

 

Narcan Training    

Social Emotional Learning Framework    

Cultural Awareness Training   Annually or as needed for new staff 

Youth Mental Health First Aid   This course is not the same as PFA-S 

PREPaRE Crisis Prevention and 
Intervention Training 

  As needed for mental health 
professionals’ minimal cost may be 

involved 

Human Trafficking Awareness Training    
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Appendix C-Assurance Emergency Drills/Considerations for AFN/LEP and NM Fire Code 

Compliance 

New Mexico Public Education Department (NM PED) 
PED for Public and State Charter Schools 

School District or Charter Name: School Name: 

Printed Name of Principal:  
Signature:  
Date Signed: 

Printed Name Superintendent or Charter Director: 
Signature: 
Date Signed: 

 

Completion of Appendix C-1 attached is required. 
I assure that the school named above will/has conduct the required emergency drills as per Subsection O of 
6.29.1.9 NMAC   and comply with the following:   

 
All NM Schools shall comply with the (most current adopted) NM Fire Code 

Contact your local (AHJ) Authority Having Jurisdiction to schedule your annual fire inspection 

It is illegal to conduct school in buildings with an inoperative fire or life safety system (internal and external 
components)  

Emergency drills shall be conducted in each public and private school in the state, as follows: 

● During the first four weeks of school, schools shall conduct: 
- two fire drills; (primary location) 

- one evacuation drill  

- one active shooter/shelter in place drill. 

● During the rest of the school year, each school shall conduct at least 4 additional emergency drills, at 
least 2 of which shall be fire drills. 

In locations where a fire department is maintained, a member of the fire department shall be requested to be in 

attendance for the purpose of giving educational instruction and recommendations for all 8 drills.  

Fire department attendance is at the discretion of available resources. 

● Any drill conducted for the purpose of active shooter preparation/response should include 
parent/guardian notification. 

Explanation of Why Assurance Must Be Provided 

Revised school emergency drill requirements, per Senate Bill 147 (SB147)-School Safety Drill Requirements        
became law on July 1, 2019. It is required that SSPs include the above assurance in compliance with 6.29.1.9(O) 
NMAC for the NM PED’s approval. 

Failure to Provide Assurance to the NM PED 

Failure or refusal to comply with the requirements in Subsection O of 6.29.1.9 NMAC for holding emergency drills 
shall constitute grounds to suspend or revoke the license of the person responsible for compliance.  The Public 
Education Department may report non-compliance to the state Fire Marshal or local fire department to ensure 
prompt corrective action and future compliance.  The process and procedures for suspension or revocation of a 
license fall under the Uniform Licensing Act (Sections 61-1-1 through 61- 1-31 NMSA 1978) shall apply and will be 
reported to the licensure bureau and the PED Office of General Counsel. 

https://www.srca.nm.gov/parts/title06/06.029.0001.html
https://www.srca.nm.gov/parts/title06/06.029.0001.html
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  Appendix C-1 -Assurance Drills-Required and Performed 

New Mexico Public Education Department (NM PED) 
PED for Public and State Charter Schools 

Complete this document with all requested information recorded for your school:  

NOTE: Attach the letter or email invitation that was sent to the local Fire Department that provides the dates for all 

8 required drills. You are required to invite the Fire Department, please provide reasonable advance notice to 

enable their attendance.   

Other first responders may also be invited such as law enforcement, emergency managers, and EMS. Please keep in 

mind an Active Shooter/Shelter in place drill does not replace the requirement for in-person instructor-based Active 

Shooter Training.  

Date Invitation 
sent to Fire 
Department 

with drill 
schedule for 
entire year 

Name of 
Agency Invited 

to drills  

Name and Title 
of person 

invited  

Drill Type Requirements 
Note first 4-week status 

Please do not modify names of drills 
Drills are named in statute and code  

Date Drill Conducted  

   Fire-Primary Location**  

   Fire-Primary Location**  

   Evacuation**   

   Active Shooter/Shelter in Place**  

   Fire Drill   

   Fire Drill  

   Drill school Choice  

   Drill School Choice   
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Appendix D-Assurance ADA and LEP Assurance to NM 

New Mexico Public Education Department (NM PED) 
PED for Public and State Charter Schools 

School District or Charter Name: School Name: 

Printed Name of Principal:  
Signature:  
Date Signed: 

Printed Name Superintendent or Charter Director: 
Signature: 
Date Signed: 

 

I assure that the school named above is in compliance with the following Federal Laws: 
● Americans with Disabilities Act 
● Limited English Proficiency 

Explanation of Why Assurance Must Be Provided Americans with Disabilities Act (ADA) 

The Safe Schools Plans (SSP) approved by NM PED must comply with the provisions of the Americans with 
Disabilities Act (ADA), among other prohibitions on disability discrimination, across the spectrum of 
emergency management services, programs, and activities, including preparation, testing, notification and 
alerts, evacuation, transportation, sheltering, emergency medical care and services, transitioning back, 
recovery, and repairing and rebuilding. SSPs should include students, staff, and parents of students with 
disabilities. 

Among other things, SSPs must: 
● Address the provision of appropriate auxiliary aids and services to ensure effective communication with 

individuals with disabilities (e.g., interpreters, captioning, and accessible information technology); 
● Document in student’s Individualized Education Program (IEP) under medical/significant health information: 
● Ensure that persons with disabilities are not separated from service animals and assistive devices and can 

receive disability-related assistance throughout emergencies (e.g., assistance with activities of daily living, 
administration of medications); and 

● Ensure compliance with the law’s architectural and other requirements. 

School administrators and applicable personnel must be aware of the students who require a 
specialized evacuation plan that is documented in a student’s IEP, Individualized Healthcare Plan or 504 
Plan. 

● Information and technical assistance about the ADA are available at: 
o http://www.ada.gov 

● Additional information about the obligations of public schools about the ADA is available at: 
o https://nad.org/issues/education/k-12/section-504-and-ada-obligations 

Limited English Proficiency (LEP) 
Limited English Proficiency (LEP) refers to persons who are unable to communicate effectively in English 
because their primary language is not English or other mode of communication, and they have not 
developed fluency in the English language. A person with Limited English Proficiency may have difficulty 
speaking or reading English. Effective communication with individuals with LEP, including students and 
parents, is an essential component of emergency planning and response. SSPs must comply with applicable 
legal requirements on language access, including Title VI of the Civil Rights Act of 1964. 

● Information on Title VI of the Civil Rights Act: http://www2.ed.gov/about/offices/list/ocr/docs/hq43e4.html  
● Additional information on LEP is available at http://www.lep.gov/ 

http://www.ada.gov/
https://nad.org/issues/education/k-12/section-504-and-ada-obligations
http://www2.ed.gov/about/offices/list/ocr/docs/hq43e4.html
http://www.lep.gov/
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Appendix E-Assurance Bullying and Cyberbullying Policy and Prevention Training 

New Mexico Public Education Department (NM PED) 
PED for Public and State Charter Schools 

School District or Charter Name: School Name: 

Printed Name of Principal:  
Signature:  
Date Signed: 

Printed Name Superintendent or Charter Director: 
Signature: 
Date Signed: 

 

I assure that the school named above is in compliance with the requirements of the New Mexico Safe Schools for 
All Student Act and New Mexico Administrative Code (NMAC) 6.12.7.7. (Updated January 2020). 

School/District Bullying Prevention Policy 

No student should be faced with intimidation or threats at school, and no school should tolerate bullying. Every 
local school board and charter school is required to establish a written anti-bullying and cyberbullying policy 
under the New Safe Schools for All Students Act. New Mexico Administrative Code (NMAC) 6.12.7.7  defines 
bullying as any severe, pervasive, or persistent act or conduct that targets a student, whether physically, 
electronically, or verbally and that may be based on a student’s actual or perceived race, religion, color, national 
origin, ancestry, sex, sexual orientation, gender identify, spousal affiliation, physical or cognitive disability, or any 
other distinguishing characteristic; or an association with a person, or group with any person, with one or more of 
the actual or perceived distinguishing characteristics; and that can be reasonably predicted to 

● Place a student in reasonable fear of physical harm to the student’s person or property. 
● Cause a substantial detrimental effect on a student’s physical or mental health. 
● Substantially interfere with a student’s academic performance, attendance, or participation in extracurricular 

activities; and/or, 
● Substantially interfere with a student’s ability to participate in or benefit from the services, activities, or 

privileges provided by a school or school-affiliated entity. 

Cyberbullying is defined as any bullying that takes place through electronic communication. 

NM School Bullying Policy Requirements 

The bullying prevention policies required of every local New Mexico school board or governing body are to 
prevent bullying and cyberbullying on school grounds, at school-sponsored events, on school-sponsored 
transportation, and through electronic communication with the use of school property, shall include: 

● The definitions related to bullying as included in the Safe Schools for All Act 
● A statement prohibiting bullying. 
● A statement prohibiting retaliation against persons who report or witness incidents. 
● A list of consequences—exclusive of suspension and expulsion, that are shaped by the three considerations 

noted below, 
- The nature of the incident. 
- The developmental age and/or cognitive level of the student who is bullying. 
- Historical problem behavior from the student who is bullying. 

That will limit the restrictive nature of consequences for bullying incidents, such that, while correcting bullying 
behavior and preventing further incidents of bullying, students can participate in, or benefit from, the services, 
activities, or privileges provided by the school to the greatest extent possible. 

A prohibition on electronic communication directed at a student that is published with the intent that it be seen 
by, or disclosed to, that student and that substantially interferes with the student's ability to participate in, or 
benefit from, the services, activities, or privileges provided by the public school. It includes a procedure for 

Reporting bullying and for reporting retaliation for reporting an act of bullying, including: 

https://www.srca.nm.gov/parts/title06/06.012.0007.html
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● An allowance for reporting orally and in the preferred language of the person reporting. 
● A method for anonymous reporting, provided that no formal disciplinary measures shall be taken 

solely based on an anonymous report of an actual bullying incident. 
● A method for parents to file written reports of suspected bullying. 

A prompt investigation of reports of violations of the bullying prevention policy and of complaints of 
bullying or retaliation, including: 

● Designation of a school or district administrator who has the responsibility to: 
- Investigate or supervise the investigation of all reports of bullying; and 
- Ensure that investigations are completed promptly after the receipt of any report made under this rule. 

● Notification of the parents of the student alleged to have committed an act of bullying and the parents of the 
student targeted by the alleged act, including: 

- The provision that if, in the administrator's professional opinion, notifying the parents would endanger the 
health or well-being of a student, the administrator may delay such notification as appropriate. 

- A requirement that school employees who witness bullying or who receive reports of bullying notify the 
designated administrator within two calendar days of the employee witnessing or receiving a report of 
bullying. 

- An appeal process for a student who is accused of bullying or who is the target of bullying and who is 
unsatisfied with the outcome of the initial investigation. 

- Development of a student safety support plan for students who are targets of bullying that addresses 
safety measures the school will take to protect targeted students against further acts of bullying. 

Bullying prevention policies and procedures for reporting bullying in student handbooks using 
developmentally and culturally appropriate language. Policies shall be produced and disseminated in 
appropriate languages for any school district in which a substantial portion of the student population speaks 
a language other than English at home. 

Procedures established by each local school board for public schools to report aggregate incidents of 
bullying and/or harassment under any applicable Federal or State law, responses to these incidents, and the 
annual reporting of this information to the NM PED. 

Following adoption of a bullying prevention policy, each public school shall 
● Establish an annual bullying prevention program for students included in New Mexico's health 

education content standards with benchmarks and performance standards. 
● Provide annual training on bullying and cyberbullying prevention to all employees and 

volunteers who have significant contact with students; and 
● Incorporate information on the bullying prevention policy into new employee training. 

Each school district and public school shall develop a plan for the way in which the policy is to be publicized, 
including: 

● Making each school district's anti-bullying policy—and developmentally, culturally, and 
linguistically Appropriate variants of the policy—available on public websites. 

● Identifying a point of contact for bullying-related concerns. 
● Informing parents and students about the policy, at least annually, through student handbooks 

and/or other resources. 

Failure to Provide Assurances to the NM PED 

It is required that SSPs include the assurances above, in accordance with New Mexico Administrative 
Code (NMAC) 6.12.7.7 for NM PED’s approval 
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APPENDIX F-Assurance Identification and Badging  

 
 
 
New Mexico Public Education Department (NM PED) 
PED for Public and State Charter Schools 

School District or Charter Name: School Name: 

Printed Name of Principal:  
Signature:  
Date Signed: 

Printed Name Superintendent or Charter Director: 
Signature: 
Date Signed: 

 

I assure that the school named above has an Identification and Badging Policy that contains the following: 

● All visitors, contractors, and volunteers who are not school staff/employees are required to 
report to the office upon entering the campus to sign in and will be issued a “Visitor” pass/badge 
that is to be always worn on campus. Upon leaving campus, badges will be returned, and visitors 
will sign out at the front desk, so that they can be accounted for in an emergency. 

● All school staff, contractors, visitors, and volunteers are required to wear identifying badges during 
school hours and    while on campus. 

● All school staff/employees are required to question anyone seen on campus without an appropriate 
identification pass/badge. 

Explanation of Why Assurance(s) Must Be Provided 

All staff, contractors, visitors, and volunteers at the school are required to check in at the office and wear a visitor 
pass as identification.  

Failure to Provide Assurance to the NM PED 

It is a requirement of the New Mexico Public Education Department that NM public and charter schools issue 
an identification badge to monitor all persons noted above entering and leaving school premises.   
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APPENDIX G-Assurance Integrated Pest Management 

New Mexico Public Education Department (NM PED) 
PED for Public and State Charter Schools 

School District or Charter Name: School Name: 

Printed Name of Principal:  
Signature:  
Date Signed: 

Printed Name Superintendent or Charter Director: 
Signature: 
Date Signed: 

 

I assure that the school named above is in compliance with the following: 
● 6.29.1.P(6) NMAC 
● Food and Drug Administration’s Hazardous Analysis Critical Control Point, regarding the storage of 

poisonous or toxic materials. (Chapter 7) 
I assure that the school named above has a Pest Management Policy that contains the following: 
No pesticide is applied to school property and no pest control device, as defined in the New Mexico Pesticide 
Control Act, Sections 76-4-1 through 76-4-39 NMSA 1978, is used on school property except those pesticides and 
devices currently registered for legal use in the state by the New Mexico Department of Agriculture (NMDA). 

● No pesticide is applied to school property except by those persons certified in the applicable category 
and currently licensed by the New Mexico Department of Agriculture or by employees under their 
direct supervision. 

● Pesticides are only applied in or on the outside of school buildings when a pest is present and will not be 
applied on a regular or calendar basis unless it is to treat an infestation and is a part of a pest 
management system being implemented to address a particular target pest. A pest is present when it is 
observed directly or can reasonably be expected to be present based on finding evidence, such as 
droppings, body parts, or damage that is typically done by the pest. This section of the regulation does 
not apply to pre-construction termite treatments or the use of outdoor herbicides. 

● Pesticides that are applied in a liquid, aerosolized or gaseous form through spraying, aerosol cans, 
bombs, fumigation or injections into the ground, foundation or plants are not applied on school 
property when students, staff or visitors are present, or may reasonably be expected to be present 
within 6 hours of the application. In emergency cases, where a pest infestation threatens the health or 
safety of the occupants of public-school property, and which requires the immediate application of a 
pesticide to remediate [the infestation], students, staff and other school occupants will be removed 
from the treatment area prior to the application. Small amounts of gel or liquid pesticides applied to 
cracks and crevices or baits used to treat pest infestation are exempt from this section. 

● At the beginning of each year, and when new students register, the school develops a list of parents 
and guardians who wish to be notified prior to pesticide application during the school year. These 
parents / guardians are notified in writing, prior to pesticide application. General notification of 
anticipated pesticide applications occurs by posting or dissemination of notices, by oral communication 
or other means of communication. In emergency cases where a pest infestation threatens the health or 
safety of the occupants of public-school property, no pre- notification is required. Immediately following 
the application of a pesticide in emergency cases, signs will be posted, indicating that an application was 
made. 

● Written records of pesticide applications are kept for three years at this school site and are available 
upon request to parents, guardians, students, teachers, and staff. 

Explanation of Why Assurance Must Be Provided 

It is important for a school to provide a safe learning environment that maintains the health and safety of its 
students, faculty, staff, and visitors when developing policy and procedures for the implementation of pest 
management. State statute 6.29.1.P (6)NMAC establishes standards of excellence that require districts and 

http://164.64.110.239/nmac/parts/title06/06.029.0001.htm
http://www.fda.gov/Food/GuidanceRegulation/HACCP/
http://www.fda.gov/Food/GuidanceRegulation/HACCP/
http://www.nmda.nmsu.edu/wp-content/uploads/2014/06/Pesticide-Control-Act.pdf
http://www.nmda.nmsu.edu/wp-content/uploads/2014/06/Pesticide-Control-Act.pdf
http://www.nmda.nmsu.edu/laws-regulations/
http://164.64.110.239/nmac/parts/title06/06.029.0001.htm
http://164.64.110.239/nmac/parts/title06/06.029.0001.htm
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charter schools to develop procedures for the implementation of pest management with consideration for 
reducing the possible impact of pesticide use on human health and the environment, including people with 
pesticide sensitivities. 
 

Pesticides are powerful tools for controlling pests. However, pesticides need to be used carefully and judiciously, 
especially when used in areas where children are or will be present. Children are more sensitive than adults to 
pesticides. Young children can have greater exposure to pesticides from crawling, exploring, or other hand-to-
mouth activities. 

 

The Environmental Protection Agency (EPA) recommends that schools use integrated pest management (IPM) to 
reduce pesticide risk and exposure to children. A school IPM program uses common sense strategies to reduce 
sources of food, water, and shelter for pests in school buildings and grounds. An IPM program takes advantage of 
all pest management strategies, including the judicious and careful use of pesticides when necessary. 
Since children spend so much of their day at school, integrated pest management provides an opportunity to 
create a safer learning environment—to reduce children's exposure to pesticides as well as eliminate pests. EPA is 
encouraging school officials to adopt IPM practices to reduce children's exposure to pesticides. Two other 
resources that the EPA recommends for schools are: STOP School Pests and School Pest Manager. 

Failure to Provide Assurance to the NM PED 

It is required that SSPs include the above assurances in compliance with the NMDA guidelines and 6.29.P (6) 
NMAC rule for the NM PED’s approval. 

 

https://www.epa.gov/managing-pests-schools
http://cals.arizona.edu/apmc/StopSchoolPests.html
http://ischoolpestmanager.org/
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APPENDIX H-Assurance Review, Revise, Secure and Share Plan 

New Mexico Public Education Department (NM PED)  
PED for Public and State Charter Schools 

Printed Name of Principal:  
Signature:  
Date Signed: 

Printed Name Superintendent or Charter Director: 
Signature: 
Date Signed: 

Print Name of Principal/Administrator/Date Principal/Administrator Signature/Date 

 

I assure that the school district named above is in compliance with the following: 
● The Safe School Plan is reviewed with the school safety committee, at a minimum, annually, or more 

frequently, such as following a school emergency, and revised as necessary. 
● The Safe School Plan is secured (i.e., not available on a public website or sent via email). 
● The Safe School Plan is shared with relevant partners, named below. Do not enter after approved by PED: 
● Completion of the table below is required. 

 

Agency  
Name & Title 
 of person at Agency  

Date shared with FD or other First 
Responder Agencies 

Fire Department    

Law Enforcement Agency    

County or City Emergency Manager    

Other (portions of the plan such as for the 

reunification site facility for special activation 

needs may be shared with those sites/staff)  

  

Explanation of Why Assurance Must Be Provided  

Review: SSPs evolve as events take place and lessons are learned that provide new information and insights, 
updated priorities, and best practices. Annual reviews of SSPs are required after any of the following occurrences:  
● Actual emergencies. 
● Changes have been made in policy, personnel, organizational structure, facilities, or equipment. 
● Formal updates of planning guidance or standards have been changed. 
● Formal exercises have taken place with action items to correct in the plan. 
● Changes in school and surrounding community have occurred. 
● Threats or hazards change or emerge. 

Secure: Schools should be careful to protect the plan from those who are not authorized to have it and should 
consider  how they will secure documents that are shared electronically. Law enforcement agencies and first 
responders often have a secured, web-accessible site available to house copies of plans, building schematics, 
phone contact sheets, etc., so working with local emergency responders in securing your SSP is recommended. 
Schools must comply with state and local open records laws in storing and protecting the plan. Sharing relevant 
highlights of the plan with parents is recommended, so that they and their children can be better prepared for an 
emergency. If your SSP is posted on your school website or transmitted via email, it is not       considered secure! 

Share: The School Safety Team should ensure that all community partners (e.g., first responders, local emergency 
management) have the most current version of the SSP. The SSP may also be shared with organizations that may 
use the school building(s). Organizations that play a role in activating parts of the plan, such as relocation, 
reunification, or continuity of operations, should only have information pertaining to those pertinent sections of 
the plan that they may be involved in.  
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APPENDIX I- Assurance Acknowledgment of New Mexico’s Age of Consent for Mental 

Health Services 

 

New Mexico Public Education Department (NM PED)  
PED for Public and State Charter Schools 

Printed Name of Principal:  
Signature:  
Date Signed: 

Printed Name Superintendent or Charter Director: 
Signature: 
Date Signed: 

Print Name of Principal/Administrator/Date Principal/Administrator Signature/Date 

 
 I assure that the school district named above is in compliance with the following: 

In New Mexico, NMSA 1978§ 32A-6A-15, the Children’s Mental Health and Developmental Disabilities Act, 
states that “a child fourteen years of age or older is presumed to have capacity to consent to treatment without 
consent of the child's legal custodian, including consent for individual psychotherapy, group psychotherapy, 
guidance counseling, case management, behavioral therapy, family therapy, counseling, substance abuse 
treatment or other forms of verbal treatment that do not include aversive interventions.”  

In addition, NMSA 1978 § 32A-6A-14, the State Laws for Confidential Services, allows a child under fourteen 
years of age to initiate and consent to an initial assessment with a clinician. A child under fourteen years of age 
may also initiate and consent to medically necessary early intervention service limited to verbal therapy if such 
service will not extend beyond two calendar weeks. 
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APPENDIX J- Assurance of Establishment of School Board/Governing Council Policies and 

Procedures for the Use of Restraint or Seclusion in a School Safety Plan 

New Mexico Public Education Department (NM PED)  
PED for Public and State Charter Schools 

Printed Name of Principal:  
Signature:  
Date Signed: 

Printed Name Superintendent or Charter Director: 
Signature: 
Date Signed: 

Print Name of Principal/Administrator/Date Principal/Administrator Signature/Date 

 

See related Appendix J-1 
 
I assure that the school district/charter school named above is in compliance with the following: 
 

 
Schools have established policies and procedures, as approved by the local school board or governing body, for the 

use of restraint and seclusion techniques; provided that:  
 

● The school safety plans are not specific to any individual student 
● All school safety plans are drafted by a planning team that includes at least one administrator, one 

educator, one special education expert and personnel who are trained as designated school personnel for 
restraint and seclusion. 

● Schools will review such policies and procedures on a triennial basis, before submitting the school safety 
plan for PED review. 

● School districts and charter schools shall provide training for designated school personnel regarding de-
escalation strategies, positive behavioral intervention supports, or other comparable behavior 
management techniques and the use of restraint or seclusion techniques. Designated school personnel 
shall attend training at least every two years or complete a certification course, exam, or other 
comparable demonstration of competency that provides evidence that the individual has up-to-date 
knowledge of proper restraint and seclusion techniques as well as techniques to avoid the use of 
restraint and seclusion. 

 

 

                Explanation of Why Assurance Must Be Provided 
                 See the following: Section 22-5-4.12 NMSA 1978- Paragraph (C) and NMAC 6.11.2.10 (E)  
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APPENDIX J-1- Roster of Trained Staff and Copy of Restraint and Seclusion Policy 

 

Name of Person Trained Name of Training Date of Training 

   

   

   

   

   

   

   

 

 

 

Required: Insert your school board/governing council approved policy here: Note: this cannot be a copy of 

the statute. It must be an approved district/school policy.  
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APPENDIX K – Assurance Acknowledgment by School Board or Governing Council  

 
Printed Name Superintendent or Charter Director: 
 
 
Signature: 
 
 
Date Signed: 

Printed Name of School Board or Governing Council President 
(or acting)  
 
Signature:  
 
 
Date Signed: 

 
● The Safe School Plan/s were provided to and reviewed with the School District School Board or 

Governing Council prior to December 1, 2026, by the Superintendent or Charter Director.  
● The Safe School Plan/s are secured (and are not shared via email with the school board)   

 
It is the responsibility of the School Board/Governing Councils, Charter Directors, and Superintendents to collaborate 
on the development, implementation, and review of policies related to safe school planning and emergency 
operations. The required Safe School Plans for all New Mexico Schools include documents, and references to policies 
to include emergency management procedures for emergency drills, and training of staff and students on 
preparedness, protection, response, mitigation, and recovery. The duty to protect students is the responsibility of the 
whole community. Ten (10) Assurances are included in the Safe School Plans with specific information about required 
training for staff, and specific content information that shall be included in plans and policies in accordance with 
Federal and State statutes and New Mexico Administrative Code: Where applicable these statutes and codes are noted 
on the corresponding Assurance page.  
 

A) Armed and Unarmed School Security or Police Requirements 
B) Response Teams Development and Training 
C) Emergency Drills (8) per year with (4) in first month of school 
D) ADA-LEP policies/procedures 
E) Bullying and Cyberbullying Policies and Reporting Procedures 
F) Requirements for Identification and Badging 
G) Integrated Pest Management 
H) Review, Revise, Secure, and Share the Safe School Plan 
I) Acknowledgement of New Mexico Age of Consent 
J) Establishment of Board Approved Restraint and Seclusion Policy 
K) Acknowledgement of contents and policies of Safe School Plans by School Boards or Governing Council  

 
 

Explanation of Why Assurance Must Be Provided  

6.29.1 NMAC, General Provisions 
C. Duties and powers of the district superintendent or the administrator of a charter school.  In addition to the powers and duties set 

out in Section 22-5-14 NMSA 1978 of the Public-School Code, the local superintendent (or charter school administrator, where 

relevant) shall: (1) administer local board’s (or governing body of a charter school's) policies, state and federal requirements and 

applicable laws, including the Public-School Code; also see paragraphs (2-9) N. Emergency drills and practiced 

evacuations.  O.  School facilities and grounds.    

 


