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INTRODUCTION  
 
Emergencies in schools must be addressed in an expeditious and effective manner.  
Schools are at risk of acts of violence, as well as natural and human -caused disasters. 
To address  these threats, the State of New York has enacted the Safe Schools Against 
Violence in  Education (SAVE) law. Project SAVE is a comprehensive planning effort that 
addresses  prevention, response, and recovery with respect to a variety of emergencies 
in schools.  This document serves as the District Level Project SAVE School Safety Plan 
for Haven Charter High School.  
 

Haven Charter High School’s Safety Plan  
Purpose: Haven Charter High School’s Safety Plan was developed  pursuant to  
Commissioner’s Regulation 155.17 to properly plan for and address appropriate 
responses to a variety of emergency situations.  

 
B. Key School Information : 

Executive Director:  Natalie Lozada  

Director Of Oper ations  Deliana Gomez  

School:  Haven Charter High School  

Physical Address:  1529 Williamsbridge Rd. Bronx, NY 10451  

Grades Served:  9th Grade  

No. of students  75 

No. of Staff  16 
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 Identification and Designation of School Teams  
Haven Charter High School has developed three emergency teams with their 
respective functions described below:  

1. School Safety Team:  
Responsible for helping to identify possible risks, assist ing  with the planning process, 
and assist ing  with subsequent revisions of the School Safety Plan. The School Safety 
Team is made up of the following positions:  

a. Executive Director  
b. Director of Operations  
c. Assistant Director of Operations  
e. Faculty  
c. Board Members  
 

In addition, the  Executive Director and Director  of Operations  play  a role in reviewing 
the School Safety Plan.  

2. Emergency Response Team:  
Key staff members who are highly informed and well -versed in the procedures outlined 
in the School Safety Plan will act as primary coordinators for carrying out the plan in 
an emergency , and local emergency responders and the Board of Trustees will be 
notified as appropriate. The following staffing positions comprise the Emergency 
Response Team:  

a. Executive Director  
b. Director of Operations  
c. Assistant Director of Operations  
e. Safety Officer   
f.  Local emergency responders  
 

3. Post-Incident Response Team:  
 A group of individuals who are particularly well prepared and skilled to assist in the 
recovery process subsequent to an emergency. This team includes:  

a. Executive Director  
b. Director of Operations  
c. Assistant Director of Operations  
d. Director of Outreach and Family Engagement  
e. Faculty (1 teacher& 1 advisor)  
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f . Safety Officer  
g. Appropriate local medical personnel  
h. Appropriate local mental health workers/staff mental health worker  

4. Incident Commander:  
The following chain of command will apply in case of emergencies:  

a. Executive Director                         
b. Director of Operations  
c. Assistant Director of Operations  
d. Safety Officer  

Concept of Operations  
The initial response to all emergencies at Haven Charter High School will be by  
available members of the Emergency Response Team  upon  activation of the School 
Safety  Team . Local  emergency officials and the Board of Trustees will be notified as  
appropriate. Efforts may be supplemented by county and state resources through  
existing protocols as required.  (According to the above definitions, the Safety Team is 
responsible for planning and revising, and the Emergency Response Team is activated 
in case of an emergency.)  
 

Access to Floor Plans  
A set of floor plans and a diagram indicating School Evacuation sites and routes  
students/staff will take to these sites will be provided to local emergency response  
agencies as part of the School Safety Planning process. Every member of the school  
Safety Team will have a copy of floor plans and evacuation route maps, and a copy  
of each will be included in the official School Safety Binder (maintained in the Main  
Office).  Each room throughout the building will be equipped with a floor plan indicating 
the appropriate evacuation route.  

Plan Adoption   
The Final Plan will be formally adopted by the Board  of Trustees . To ensure student 
safety, the  plan will be considered ‘in effect’ until such time as a full public review can  
be conducted and the Final Plan approved.  
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The Haven Charter High School  building -level Safety Plan will remain confidential and 
shall not be subject to disclosure  under Article 6 of the Public Officers Law or any other 
provision of law, in  accordance with Education Law Section 2801 -a. 
 
This Plan will be reviewed annually and will be maintained by the School Safety Team.  

Prevention & Intervention Strategies  

Purpose:  
To maintain school safety, HCHS builds a strong school culture based on high 
expectations and respect , which promotes the safe learning environment necessary for 
students to learn and to prevent violent behaviors from ever occurring. To build this 
culture, HCHS dedicates staff and resources towards:  
 

1) a variety of programs that encourage strong student engagement and 
belonging while fostering effective communication channels between students 
and staff to address potential violent behaviors and conditions  
 
2) training  and acculturation to assure that staff can identify, intervene early, 
and respond quickly to potentially violent behaviors; and  
 
3) Ensure that frontline and administrative staff are fully prepared to respond 
effectively in emergencies . 
 

Haven Charter High School believes strongly in implementing violence prevention  
and intervention protocols as a primary means of ensuring school safety. Our multi -
faceted approach includes community building strategies, advisory programming, and 
workplace policies, focusing on risk assessment, policy development, training, incident 
reporting, and support for those affected.  
These protocols take the form of:  

● a ll sta ff e m e rg e ncy p re p a re d ne ss t ra ining   
● a  four-ye a r stud e nt  a dviso ry curricu lum  which includ e s socia l-e m otiona l 

le a rning , e ffe ct ive  com m unica t ion skills , t ra ining  in m e d ia tion a nd  d e -e sca la t ion 
te chniq ue s 

● b uild ing  p e rsonne l t ra ining  in Me nta l He a lth First  Aid , SEL com p e te ncie s, a nd  
Em e rg e ncy Pre p a re d ne ss 

● a ll schoo l d rills  a nd  e xe rcise s 
● schoo l sa fe ty a nd  se curity p o licie s a nd  p ro toco ls 
● coord ina t ion with Loca l Em e rg e ncy Officia ls 
● m a inte na nce  o f e duca t iona l a g e ncy conta ct  info rm a t ion a s p e r the  b e low: 
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Prevention Programs  
All school administrators are certified in Restorative Practices, with the  Executive 
Director also serving as a certified trainer.  
 
Advisory Program -At Haven Charter High School, the Advisory program and Primary 
Person model work hand -in-hand to support mediation and prevention. Each student is 
matched with a dedicated adult advocate —their Primary Person —who builds a trusting 
relation ship through regular advisory sessions. These ongoing check -ins create a safe 
space for students to reflect, share concerns, and build social -emotional skills. Because 
Primary Persons know their students well, they can often identify early signs of conflic t 
or disengagement and intervene before issues escalate. When needed, they facilitate 
or coordinate mediation, helping students repair harm and restore relationships. This 
proactive, personalized support strengthens school culture and promotes positive, 
pr eventative approaches to discipline.  
 
At HCHS, we will also foster a positive and safe learning environment by designing and 
implementing school schedules that reduce opportunities for conflict or altercations. 
This includes ensuring strong adult presence during transitions, such as hallway 
passing, l unch, and arrival/dismissal times, to promote a calm and respectful 
atmosphere throughout the day.  Building  Personnel Training  
 

• In preparation for planning and executing drills, the Safety Team will  
review information/guidance on the NYSED and New York State Center  
for School Safety websites as well as Safety Plans from other schools.  

 
All staff will participate in a detailed review of school safety plans on a yearly basis 
(including all plan logistics, roles and responsibilities, and back up plans), ensuring all 
are clear on all roles and responsibilities as well as logistics.  
 
When hiring new staff, the school will ensure all new hires receive a review of school 
safety plans (including all plan logistics, roles and responsibilities, and back up plans), 
ensuring all are clear on all roles and responsibilities as well as logistics . 
 
When hiring school safety/security personnel, the school will ensure all  
personnel have the appropriate background (experience and training) to  
fulfill their role, including training in how to de -escalate potentially  
violent situations.  
 
At least two members of the Haven Charter High School Safety  
The team  will take CPR and AED training.  
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Drills, Exercises & Student Training  
The Director of Operations has responsibility for ensuring drills are conducted as 
required. Notice to parents/parental relations  regarding drills must be made within one 
week before each drill (at least 1 day and no more than 7 days before the drill ). To 
ensure the preparedness of its students and staff. Drills are unannounced and may 
take place during lunchtime, and staff may block passageways so that staff and 
students are prepared to safely look for alternate exits. A log of drills is kept in the 
main o ffice. In addition to the 8 fire drills, HCHS conducts an intruder drill at least twice 
each year and bus drills at the beginning of the school year and before a school event 
requiring transportation.  
 
 

1. Drills and Tests of Emergency Response Plan . Fire Drills are conducted according 
to regulation, at least eight  times per school year, with six before  December  31, 
following the same evacuation routes as outlined in the evacuation plan.  

2. Four drills shall be conducted through the use of the fire escapes or secondary 
egress .  

3. Drills shall be conducted at different times of the school day.  
4. Announce Drills – means to inform students and staff at the time a drill occurs 

that it is a drill (not required for evacuation drills).  
5. Parental Notification – means to inform parents in advance of drill(s) that they 

will occur.  
6. Parental notification is now required for all drills (including evacuation drills).  
7. Parental Consent – for a full -scale exercise, written consent must be obtained in 

order for a child to participate in the exercise.  
 

Lockdown  Drills  
1. Lockdown drills are conducted at least four times in each school year; two of 

the four must be between September 1 and December 31.  
2. Lockdown drills shall be conducted at different times of the school day.   
3. Instruct students how to lock down during lunch period/assembly, or hold a drill 

during the regular school lunch period or assembly  
 



10 
Revised 11.5.25 

 

Early Dismissal Drills  
At least one early dismissal drill  each school year , which  is no more than 15 minutes 
before the normal dismissal time . In the event of an emergency requiring early 
dismissal from Haven Charter High School , the following procedures and policies are 
generally in place:  
 

• HCHS will no t ify p a re nts a nd  g ua rd ia ns a t  le a st  one  we e k b e fore  the  d rill.  
• HCHS will te st  the  use fu lne ss o f the  com m unica t ions a nd  t ra nsporta t ion syste m  

d uring  e m e rg e ncie s. Ad d it iona l d rill re quire m e nts fo r re sid e ntia l schoo ls, 
sum m e r schoo l, a fte r-schoo l p rog ra m s, e ve nts, o r p e rfo rm a nce s:  

• Only a uthorize d  a d ults liste d  on the  stud e nt 's  e m e rg e ncy ca rd  a re  pe rm it te d  to  
a u thorize  e a rly d ism issa l. 

• A sta te -issue d  p ho to  I D is re quire d  for p a re nts/ g ua rd ia ns p icking  up  a  stud e nt . 
• Schoo lMint  ca n be  use d  to  a d d  o r up d a te  e m e rg e ncy conta cts. 
• Und e ra g e  stude nts ca nno t  sig n the m se lve s out  o f schoo l, a nd  ve rb a l o r writ te n 

p e rm ission fo r a n unliste d  p e rson to  p ick up  a  stud e nt  is  no t a llowe d .  
 

Multi-Ha za rd  Drills  a nd  Tra ining  Sta ff m e m b e rs will re ce ive  t ra ining  a nd  info rm a t ion on 
how to  re spond  to  a  va rie ty o f ha za rd s, includ ing  bom b thre a ts, se ve re  na tura l 
d isa ste rs, a nd  we a the r e m e rg e ncie s a t  m onthly sta ff m e e t ing s. One  e xe rcise  will b e  
com p le te d  d uring  the  first  m onth o f e a ch schoo l ye a r to  out line  loca l e va cua t ion 
p roce d ure s, ro le s, a nd  re sp onsib ilit ie s. Loca l e m e rg e ncy re spond e rs a nd  p re p a re d ne ss 
o fficia ls will b e  consulte d  a nd  invite d  to  p a rt icip a te  in  our e m e rg e ncy re sp onse  
t ra ining .  
 
CPR a nd  Em e rg e ncy re sp onse  t ra ining  will be  p rovide d  a nnua lly to  e nsure  the re  is the  
re q uisite  num be r o f sta ff t ra ine d . Me m b e rs of the  Em e rg e ncy Re sponse  Te a m  will b e  
re q uire d  to  a t te nd  a s ne ce ssa ry to  m a inta in the ir ce rt ifica t ions, a nd  a ll sta ff will be  
e ncoura g e d  to  a t te nd  a t  no  e xpe nse  to  the m . Stud e nts will b e  inst ructe d  in b a sic 
e m e rg e ncy re sponse  to  ha za rd s such a s fire , we a the r, a nd  e le ct rica l e m e rg e ncie s. This 
t ra ining  will be  a g e -a pp rop ria te  a nd  p rovide d  b y the  loca l a u thorit ie s throug h the ir 
outre a ch p rog ra m s. Te a che rs will a lso  p rovide  inst ruct ion in the  cla ssroom  with va rious 
curricu lum  p a cka g e s p rovid e d  b y the  Re d  Cross, loca l fire , a nd  powe r a u thorit ie s.  

Afte rschoo l a nd  Extra curricu la r com m unica t ion.   
 
I n the  ca se  o f a fte r-schoo l p rog ra m s, e ve nts o r p e rfo rm a nce s which a re  cond ucte d  
within a  schoo l build ing  a nd  which includ e  p e rsons who d o  no t  re g ula rly a t te nd  cla sse s 
in  such schoo l build ing , the  Exe cut ive  Dire ctor o r DOO in cha rg e  o f the  build ing  sha ll 
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require the teacher or person in charge of such after -school program, event or 
performance to notify persons in attendance at the beginning of each such program, 
event or performance, of the procedures to be followed in the event of an emergency 
so that th ey may be able to respond in a timely, orderly manner.  

Emergency Remote Instruction:  
HCHS has an emergency remote instruction plan in place for various situations, 
including weather events, building issues, and communicable disease outbreaks.  

Coordination with Emergency Responders and 
Preparedness Officials  
a. Obtaining Emergency Assistance from Local Government As Incident Commander, 
the Director  of Operations or his/her designee will contact three entities to obtain 
Emergency Assistance:  

1. Local Authorities: NYCMCS will call 911 and 311 to secure Emergency Services, 
as well as the local 40th Precinct of the Police Department for guidance.  
2. New York State Education Department: As NYCMCS ’s authorizer, SUNY can 
provide immediate guidance on available resources.  

 
b. Obtaining Advice and Assistance from Local Government Officials and Other 
Resources HCHS does not work in a vacuum when conducting tests of its emergency 
response plan. Twice annually, the New York City Fire Department inspects  HCHSS’s 
facility. During these inspections, the Department conducts an exhaustive check of the 
fire alarm systems, sprinklers, fire emergency exit lights, alarm systems, and any 
potential fire hazards. Each morning, the school’s facility staff checks and logs that the 
fire alarm i s operational. Each week, the sprinkler system is tested. At this time, it also 
reviews HCHS’s Safety Plan for fitness. See Appendix C. In case of any deficiencies, the 
Department contacts the Director of Operations.  
 
C. Potentially Hazardous Sites the  School Safety Team has identified the following local 
sites to be potential hazards:  

• Train tracks to the left of the school building. This could pose a threat in the 
case of a train emergency close to the school.  

Emergency Remote Instruction Plan  
1. Purpose:  



12 
Revised 11.5.25 

 

The Haven Charter High School (HCHS) Emergency Remote Instruction Plan ensures 
continuity of learning when in -person instruction is disrupted due to weather 
emergencies, public health crises, building -related issues, or other events requiring 
school closur e. This plan outlines protocols for communication, instructional delivery, 
student engagement, attendance, and support services during periods of remote 
learning.  
 
2. Activation of Plan  
The Executive Director , in consultation with the Leadership Team and the SUNY 
Authorizer, will determine when to activate remote instruction.  
 Triggers include:  
 

• Citywid e  o r re g iona l e m e rg e ncy o rd e rs 
• Pub lic he a lth a d viso rie s (e .g ., p a nd e m ic outb re a ks) 
• Sa fe ty o r st ructura l issue s p re ve nt ing  b uild ing  use  
• Extre m e  we a the r e ve nts 
• Othe r unfo re se e n e m e rg e ncie s im p a ct ing  in-p e rson inst ruction 

 
No t ifica t ion will b e  p rovid e d  to  stud e nts, fa m ilie s, a nd  sta ff a t  le a st  12 hours in 
a d va nce , whe n possib le , via : 
 

• Sa fe  Arriva l te xt / e m a il/ p hone  ca lls 
• HCHS we b site  a nd  socia l m e d ia  p la t fo rm s, e m a ils 
• Goog le  Cla ssroom   

 
3.  I nst ructiona l De live ry Mode l 

HCHS will use Google Classroom  as the primary learning management system and 
Google Meet  for live virtual instruction.  
 
Daily Schedule  

• Remote instruction will follow the existing bell schedule whenever feasible.  
• Core and elective courses will be delivered synchronously (live) with 

asynchronous (independent) components.  
 

Instructional Expectations  
• Teachers will post assignments, resources, and due dates in Google Classroom 

daily by 8:30 AM.  
• Synchronous lessons will be recorded (when possible) and uploaded for students 

who are unable to attend live.  
• Assignments should be accessible on mobile devices to accommodate students 

without laptops.  
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4. Attendance & Engagement  
 
• Atte nd a nce  will b e  ta ke n d uring  e a ch live  se ssion. 
• Stud e nts una b le  to  jo in live  m ust  sub m it  the  d a ily Re m ote  Atte nd a nce  Form  o r 

com p le te  a ssig ne d  work within 24  hours to  be  m a rke d  p re se nt . 
• Ad viso rs (Prim a ry Pe rson) will m onito r e ng a g e m e nt  a nd  fo llow up  with stud e nts 

m issing  m ore  tha n one  d a y o f inst ruct ion. 
 

5.  Te chno log y Acce ss & Sup p ort  
 

• Ea ch stud e nt will ha ve  a cce ss to  a  schoo l-issue d  Chrom e book a nd  cha rg e r. 
• Wi-Fi ho tsp o ts will be  a va ila b le  fo r stud e nts without  hom e  inte rne t . 
• The  Te ch Sup port  He lp  De sk will b e  a va ila b le  from  8:00 AM – 4 :00  PM via  p hone , 

e m a il, a nd  cha t . 
 

6. Sp e cia l Pop ula t ions 
 

• Stud e nts with I EPs: Spe cia l Ed uca t ion Te a che rs will p rovid e  m a nd a te d  se rvice s 
via  Goog le  Me e t  a nd  coord ina te  with re la te d  se rvice  p rovid e rs. 

• Eng lish La ng ua g e  Le a rne rs (ELLs): ELL te a che rs will p rovid e  la ng ua g e  sup ports, 
sm a ll g roup  se ssions, a nd  t ra nsla te d  re source s. 

• At-Risk Stud e nts: Counse lo rs a nd  Prim a ry Pe rsons will conduct  we e kly che ck-ins 
to  sup p ort  a ca de m ic a nd  socia l-e m otiona l ne e d s. 
 

7.  Fa m ily Com m unica tion & Sup port  
 

• Fa m ilie s will re ce ive  a  Re m ote  Le a rning  Guide  with inst ruct ions fo r log g ing  in, 
d a ily e xpe cta t ions, a nd  te ch t roub le shoo ting  t ip s. 

• Tra nsla t ion se rvice s will b e  p rovid e d  fo r a ll m a jo r com m unica t ions. 
• We e kly fa m ily che ck-ins will b e  conducte d  by Ad visors d uring  e xte nd e d  closure s. 

 
8.  Gra d ing  & Asse ssm e nt  

 
• Gra d ing  will fo llow the  HCHS g ra d ing  p o licy, with fle xib ility fo r stud e nts fa cing  

e m e rg e ncy-re la te d  cha lle ng e s. 
• Asse ssm e nts m a y b e  m od ifie d  to  p ro je ct -b a se d , op e n-re source , o r o ra l fo rm a ts 

whe n a p prop ria te . 
 

9. Stud e nt  Cond uct  in Re m ote  Se t t ing s 
Students are expected to:  
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• Log in on time for each class.  
• Keep cameras on when possible and participate actively.  
• Use respectful language and behavior in all virtual interactions.  
• Follow the HCHS Remote Learning Code of Conduct.  

 
10.  Transition Back to In -Person Learning  

 
• Staff will receive at least 24 hours’ notice before transitioning back to in -person 

instruction.  
• Students and families will be notified through multiple channels.  
• A reentry plan will address any academic or emotional gaps created during 

remote instruction.  
 
11. Plan Review  
This plan will be reviewed after any activation and revised based on feedback from 
staff, students, and families to ensure continual improvement.  

Risk Reduction  
1. School Security:  

● The re  is a  Sa fe ty Office r on d uty from  7:30 a m  to  4 :30  pm  on a ny da y whe n the  
schoo l is  op e n. 

● The  Dire cto r o f Stude nt  Sup p ort, a long  with the  Assista nt  Dire cto r of Op e ra t ions, 
is  in  cha rg e  o f sup e rvising  m orning  a rriva l a nd  a fte rnoon d ism issa l. 

● Up on a rriva l, stud e nts will ha nd  in the ir e le ct ronic d e vice s (phone s, ta b le ts) a nd  
b e  g re e te d  b y the ir Adviso r. Stud e nts will p roce e d  to  the  1st  floo r ca fé .  

● During  norm a l hours of op e ra tion, the  d oor is locke d , a nd  the  sa fe ty o ffice r is  on 
d uty. Anyone  e nte ring  the  build ing  ha s to  b e  b uzze d  in a nd  m ust  sig n a  g ue st  
roste r, b e  a nnounce d  b y the  Schoo l Aid e , a nd  we a r a  visito r’s b a dg e . 

● Ad viso rs a nd  o the r sta ff sup e rvise  the  stude nt  ca fe  a re a  until the  sta rt  o f the  
first  p e riod .  

● Any stud e nt who a rrive s a fte r 8:30  a m  m ust e nte r throug h the  g ue st  e ntra nce  
a nd  sig n in a t  the  m a in o ffice  a nd  is se nt d ire ct ly to  cla ss. 

● Ad viso rs sub m it  d a ily a t te nd a nce  no  la te r tha n 9:30 a m .  
● Throug hout  the  d a y, the  Dire cto r o f Op e ra tions a nd  the  Op e ra t ions Assista nt 

○ Monito r the  re le a se  o f stud e nts during  non-d ism issa l hours to  those  with a  
m e d ica l no te  from  the  nurse , o r those  with m e d ica l a p po intm e nts a nd  
who  a re  a ccom p a nie d  b y a n a p p rove d  g ua rd ia n, a s d e e m e d  b y schoo l 
re co rd s a nd  po licy.  

○ Up hold  a nd  m a inta in a ll a sp e cts o f HCHS’s schoo l sa fe ty p la n, includ ing  
b ut  no t  lim ite d  to  fire , she lte r, a nd  int rud e r d rills .  
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○  Re inforce  stud e nt  e xpe cta t ions a t  a ll t im e s.  
○  Ensure  tha t  the  schoo l’s e ntra nce s a re  e ithe r close d  o r m onito re d  by a  

sta ff m e m b e r a t  a ll t im e s. 
 

Othe r School sa fe ty p rotoco ls includ e : 
• Only the  front d oors o f the  schoo l (on Willia m sb ridg e  Roa d) will b e  op e n a t  the  
sta rt  o f the  schoo l d a y from  8:00-9:00  a m . Afte r 8:30  a m , a ll la te  stud e nts a nd  
visito rs will e nte r throug h the  Gue st  e ntra nce  on Pop la r Stre e t . 
• All schoo l visito rs will b e  re quire d  to  show ide nt ifica t ion upon e nte ring  the  
schoo l build ing  a nd  sig n in a t  the  m a in o ffice . All visitors m ust  b e  se nt  to  
the  m a in o ffice . 
• All visito rs will b e  e sco rte d  to  the ir d e stina t ion. Visito rs m a y ne ve r wa lk 
une scorte d  in a ny p a rt  o f the  schoo ls unle ss a n e xce p t ion is m a d e . 
• The  Exe cut ive  Dire cto r, Dire cto r o f Op e ra tions a nd  ke y sta ff will b e  p rovid e d  
with po rta b le  ra d ios to  use  in the  e ve nt  o f a n e m e rg e ncy d rill o r a ctua l 
occurre nce  to  e nsure  a  m e a ns o f 
com m unica t ion. 

Coord ina t ion with Em e rg e ncy Officia ls 
The  Dire cto r o f Op e ra tions will conta ct  loca l e m e rg e ncy o fficia ls to  re vie w e m e rg e ncy 
p roce d ure s, to  ve rify conta ct  p ro toco ls a nd  info rm a t ion, a nd  to  coord ina te  the ir 
invo lve m e nt  in Schoo l Sa fe ty d rills . 

Ma inte na nce  of Vita l Educa t ion Ag e ncy I nform a tion 
An up d a te d  Schoo l Sta ff conta ct  list  (with ce ll p hone  num be rs) will be  m a inta ine d  b y 
the  Dire cto r o f Ope ra t ions a nd  p la ce d  within the  HCHS Schoo l Sa fe ty 
Bind e r. This b ind e r will a lso  conta in: a  list  o f a ll loca l e m e rg e ncy conta ct  na m e s a nd  
num b e rs (po lice , fire , hosp ita l, Boa rd  Me m be rs), Em e rg e ncy Conta ct  I nfo rm a t ion 
fo r a ll schoo l sta ff, a nd  a  she e t  with the  de m og ra phics o f the  school (num b e r o f 
stud e nts, num b e r o f sta ff, o rg a niza t ion cha rt  fo r the  schoo l). The  schoo l will a lso  
m a inta in a n Em e rg e ncy Conta ct  Bind e r with Em e rg e ncy Conta ct  info rm a tion fo r 
e a ch stude nt . 

RESPONSE 
A. Assig nm e nt  o f Re sponsib ilit ie s 
The  cha in o f com m a nd  a t  Ha ve n Cha rte r Hig h Schoo l in  the  ca se  o f e m e rg e ncie s is  a s 
fo llows: 
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a. Executive Director  
b. Director of Operations  
c. Assistant Director of Operations  
e. Safety Officer  
 

B. Continuation of Operations  
• In the event of an emergency, the Executive Director  or his/her designee will 
serve as  Incident Commander. A member of the local emergency response team 
may  replace the School Incident Commander.  
• After relinquishing command, the Director of Operations or designee may be 
asked to  serve a support role as part of a Unified Incident Command, if  
established by the local emergency response agency.  
• The school will follow the Chain of Command outlined above to ensure  
continuity of operations.  
 

C. Notification and Activation (Internal and External Communications)  
In the event of an emergency, the following internal and external communications  
Systems  will be utilized as it  makes the most sense at the time:  

• School Relay System  
• School Phone system  
• Cell Phones of the School Safety Team and staff  
• Portable radios (supplied to School Safety Team members)  
• E-mail  
• Safe Arrival  
 

Standard internal notification protocol will be:  
 

● Notifica t ion o f a n incid e nt  o r ha za rd  d e ve lop m e nt to  the  Exe cut ive  Dire cto r, 
Dire cto r Op e ra t ions, or Assista nt  Dire cto r o f Op e ra t ions a s soon a s p ossib le  
fo llowing  its  de te ct ion. 

● I n the  e ve nt  o f a n e m e rg e ncy, the  Exe cut ive  Dire cto r, Dire cto r o f Op e ra t ions, o r 
Assista nt  Dire cto r o f Op e ra t ions will no t ify a ll b uild ing  occup a nts to  ta ke  
a p p rop ria te  a ct ion. 

The  sta nd a rd  e xte rna l no t ifica t ion p ro toco l will b e  
La w Enfo rce m e nt 

● Up on the  occurre nce  of a  vio le nt  incid e nt , the  Exe cutive  Dire cto r, Dire cto r o f 
Op e ra t ions, o r Assista nt  Dire cto r o f Op e ra tions will conta ct  the  a p prop ria te  loca l 
la w e nfo rce m e nt 
o fficia ls.  
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● A list  o f loca l la w e nfo rce m e nt  o fficia ls a nd  conta ct  inform a t ion will b e  
m a inta ine d  in the  Schoo l Sa fe ty Bind e r in  the  Ma in Office . The  Exe cut ive  
Dire cto r a nd  Dire cto r o f Ope ra t ions will a lso  ha ve  a  so ft  cop y o f this 
d ocum e nt  on file  a nd  a  ha rd  cop y in the ir o ffice . 

 
● I n the  e ve nt  o f a  d isa ste r o r vio le nt  a ct , a s ne ce ssa ry, the  Dire cto r o f 

Op e ra t ions, o r Assista nt  Dire cto r o f Op e ra tions, will a lso  no t ify the  Exe cut ive  
Dire cto r a nd  a ll sta ff if im m e dia te  com m unica t ion is re quire d . 

 
● The  Exe cutive  Dire cto r, Dire cto r o f Ope ra t ions, o r Assista nt  Dire cto r o f 

Op e ra t ions will d e te rm ine  whe n p a re nts ne e d  to  be  info rm e d  a nd  will a ct iva te  
the  a p p rop ria te  no t ifica t ion m e a sure . The  schoo l will no t ify p a re nts o f a  vio le nt  
incide nt  o r e a rly d ism issa l throug h the  use  o f the  schoo l’s b roa d ca sting  syste m  
a nd / o r e -m a il.  

●  
○ Pa re nt  conta ct  info rm a t ion will be  m a inta ine d  on Stud e nt Em e rg e ncy 

Conta ct  fo rm s, with a  schoo l-wid e  e m a il g roup , a nd  in a  contro lle d  a nd  
d e d ica te d  rob oca ll te le p hone  list . 
 

Pa re nt  no t ifica t ion: 
I t  is  e sse ntia l tha t  p a re nts/ g ua rd ia ns ke e p  the ir conta ct  info rm a t ion up  to  d a te  with 
the  Ma in Office  to  e nsure  t im e ly com m unica t ion. 
 
Whe ne ve r possib le , the  schoo l will p rovid e : 

• A b rie f d e scrip tion o f the  incid e nt  (a s a p p ropria te ) 
• Confirm a t ion o f stud e nt  a nd  sta ff sa fe ty 
• Any cha ng e s to  d ism issa l p roce dure s o r schoo l op e ra t ions 
• I nst ruct ions on ne xt  ste p s, if ne ce ssa ry 

 
Ple a se  no te : During  a n e m e rg e ncy, our p rio rity is the  im m e d ia te  sa fe ty o f stud e nts a nd  
sta ff. Com m unica tion with fa m ilie s will occur once  the  situa t ion is sta b ilize d . 

Me d ia   
● The  Exe cutive  Dire cto r will d e te rm ine  if a nd  whe n the  m e d ia  ne e d s to  be  

info rm e d  a nd  will m a ke  a  pub lic sta te m e nt  or m e d ia  a d d re ss in consulta t ion with 
the  Exe cut ive  Dire cto r, Dire cto r o f Op e ra t ions, o r Ope ra t ions Assista nt  

 
The  Schoo l Sa fe ty Te a m  will conve ne  within 48 hours o f a n e ve nt  to  cond uct  a  Situa tion 
De b rie f. The  de b rie f p roce ss will includ e  so licit ing  inp ut  from  o the r schoo l 
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constituencies such as teaching staff, security and administrative staff, support 
providers, parents, and students (as appropriate). The results of this debrief will form a 
“lessons learned” document that will inform future plan updates.  

RECOVERY 
The School Safety Team will convene within 48 hours of an event to conduct a Situation 
Debrief. The debrief process will include soliciting input from other school 
constituencies such as teaching staff, security and administrative staff, support 
providers,  parents, and students (as appropriate). The results of this debrief will form a 
“lessons learned” document that will inform future plan updates.  
 
The school’s Post -Incident Response Team has enacted the following protocols for 
post -incident recovery:  

A. Short -Term  
 

1. Mental Health Counseling Resources for students and staff: HCHS will work with 
its Director of Student Support to coordinate counseling services for students. In 
the event that the school’s needs exceed  the counseling services available in -
house, HCHS will seek additional services from trusted partners.  

2. Building Security: HCHS will work  with  its staff to ensure that all building security 
needs are met.  

3. Facility Restoration: HCHS will work with community service officers from the 
Police Department and with officials from the New York State Education 
Department to support our short -term facility restoration needs.  

4. Post-Incident Response Reflection and Critique: HCHS will work with its 
Response Teams, its Board of Directors, and the Family Association to reflect 
and critique our post -incident  response.  

B. Long -Term  
1. Mental Health Counseling Resources for students and staff: HCHS will contract 

with trusted service providers to address any long -term counseling needs.  
2. Building Security: HCHS will work with its staff to ensure that all building security 

needs are met.  
3. Mitigation: HCHS will implement suggestions discussed and approved by our 

Executive Director , and upon reflection and critique of our post -incident 
response.  
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 Situational Responses  
1. Hazard Guidelines: This section provides specific actions to be taken in the event of 
various hazards.  
 

a. Fire: When a smoke or fire emergency occurs , the fire alarm and flashing 
and chirping strobes will be activated. This is the signal to exit the 
building. Should a fire emergency arise, the fire department will be 
automatically notified via our fire protection system.  

b. Medical Emergencies: If there is a medical emergency, a Code Blue may 
be called. This will alert staff with CPR and AED training that there is a 
medical emergency. Anyone with training  shall r espond in an emergency. 
Once the nature of the emergency is defined, other procedures will be 
followed as listed below. Asthma: Our school nurse will administer the 
students’ prescribed medication. Should a child not carry appropriate 
medication, the child ’s parent, guardian, or emergency contact will be 
notified, OR s hould time be of the essence, an ambulance called to assist 
the child. In all cases, we will err on the side of caution and call 
emergency services to care for a child who needs assistance. Allergic 
Reaction: There is a list of children with allergies post ed in the nurse’s 
office, the dining room, and in the main office. Children with severe 
allergies may require an Epi -pen. Parents will provide us with two 
properly labeled and documented Epi -pens. One will be kept in the nurse’s 
office and one in Epi pens’  classroom.  

 
Teachers who have children with allergies will be trained in the use of the Epi -pen. If a 
child is having an allergic reaction, the nurse will be summoned immediately. If the 
child has a prescribed Epi -pen, the teacher or the nurse may administer the dosag e. In 
all cases of severe allergic reactions, emergency services will be called. Cardiovascular 
Failure: As per state law, we are required to have on site and at all events an Automatic 
External Defibrillator (AED).  
 
There is an AED on the first floor across from the  elevator , nurses' office in room 107, 
and on the second floor across from the elevator . We will have at least two designated 
and trained staff members  (per floor) capable of using this equipment should the need 
arise, with one in attendance at any school function where children are present. A 
current list of staff certified in CPR and AED is available in the main office. The main  
office will have a traveling AED kit for F ield  trips.  
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The AED should only be used on children older than 1 year  of age AND when the child 
or adult displays all  of the signs of cardiac arrest. Only the current charging pads 
should be used according to the American Heart Association guidelines.  
The AED will only be placed on the victim after the following symptoms are confirmed:  

• Victims are unconscious.  
• Victims are not breathing.  
• Victims have no pulse and/or show  no signs of circulation , such as normal 

breathing, coughing, or movement.  
•  

In any medical emergency, HCHS will call emergency services as soon as possible.  
  

• Na tura l/ We a the r Re la te d : I n situa tions whe re  the  schoo l is  m a d e  a wa re  
o f a n im m ine nt  o r possib le  se ve re  we a the r o r na tura l e m e rg e ncy, a n e a rly 
d ism issa l will b e  ca lle d . Whe re ve r possib le , the  schoo l will re m a in ope n 
unt il a ll child re n a re  p icke d  up . I f the  schoo l a p p e a rs to  b e  unsa fe , we  will 
re loca te  to  our e va cua t ion ce nte r. Fa m ilie s will b e  conta cte d  im m e dia te ly 
a nd  no t ifie d  whe the r to  p ick the ir child re n up  a t  schoo l o r our e va cua t ion 
site . I n sud d e n e m e rg e ncie s, such a s se ve re  sud d e n sto rm s, stud e nts will 
re m a in in the  b uild ing  unt il p a re nts a nd  g ua rd ia ns a re  a b le  to  p ick the m  
up . 

• Schoo l Bus Accid e nt : I n the  ca se  o f a  schoo l b us a ccid e nt, a ll fa m ilie s o f 
stud e nts who  norm a lly rid e  the  b us will b e  conta cte d  im m e dia te ly a nd  
up d a te d  on the  situa t ion. The y will be  info rm e d  o f the  na ture  o f the  
a ccid e nt  a nd  whe the r the re  we re  a ny injurie s. I f so , p a re nts/ g ua rd ia ns 
will b e  d ire cte d  to  the  hosp ita l whe re  stude nts ha ve  b e e n b roug ht  fo r 
t re a tm e nt .  

• Ga s Le a k/ Ha za rdous Ma te ria l: I n the  e ve nt  o f a  g a s le a k in the  build ing , 
e m e rg e ncy se rvice s will b e  ca lle d , a nd  a ll stud e nts will b e  e va cua te d  to  
our e va cua t ion site  to  a wa it  p ickup . The  build ing  will be  im m e d ia te ly 
ve ntila te d  a nd  a ll e le ctrica l syste m s shut  down p rio r to  the  a rriva l o f 
e m e rg e ncy se rvice s. 

Crim ina l Act ivity a nd  Thre a ts o f Vio le nce  
All thre a ts o f vio le nce  will b e  t re a te d  se riously a nd  on a  ca se -b y-ca se  b a sis. Anyone  
p rivy to  the  thre a t  o f vio le nce  a g a inst  the  schoo l o r a ny sta ff m e m be r o r stud e nt  will 
im m e d ia te ly re port  the  thre a t  to  the  Dire ctor o f Op e ra t ions. The y will use  the ir m ost 
conse rva t ive  jud g m e nt in d e cid ing  wha t  furthe r a ct ion ne e d s to  b e  ta ke n. Som e  
e xa m p le s o f a ct ions to  b e  ta ke n include  conta ct ing  the  fa m ilie s o f stud e nts who  m a ke  
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threats and possible police intervention. In all cases where a threat may be serious , the 
police will be called.  

Intruders and Kidnappings  
During School Hours:  

• I f a n int rud e r is  d iscove re d  on schoo l p rope rty, t ra ine d  sta ff will a t te m p t  to  
e sco rt  the  ind ividua l out  o f the  b uild ing  only if it  is  sa fe  to  d o  so . 

• I f the re  is a ny sa fe ty conce rn, sta ff will ca ll 911 im m e d ia te ly, a nd  a  Code  Ora ng e  
Lockd own Drill will b e  a ct iva te d . 

Outsid e  Schoo l Hours: 
• Any int rud e r id e ntifie d  d uring  non-busine ss hours will be  re porte d  to  the  po lice  

without  d e la y. 
I n the  Eve nt  o f a  Kid na p p ing : 

• The  schoo l will im m e d ia te ly conta ct  la w e nforce m e nt  a nd  the  child ’s fa m ily. 
• All schoo l e ntra nce s will b e  se cure d  to  p re ve nt  furthe r una uthorize d  a cce ss. 

Bom b  Thre a ts 
All sta ff with phone s ca p a b le  o f re ce iving  outsid e  ca lls will b e  t ra ine d  in bom b thre a t  
re sp onse  using  the  Te le p hone  Bom b  Thre a t  Che cklist  (se e  Ap p e nd ix H). 
 
I f a  bom b thre a t  is  m a d e  b y p hone : 
 

• The  re cip ie nt should  re m a in on the  line  a nd  a t te m p t  to  g a the r a s m uch 
info rm a t ion a s possib le . 

• A se cond  p e rson should  ca ll 911 from  a no the r line  if a va ila b le . 
• I f the  thre a t  is  writ te n, the  I ncid e nt  Com m a nd e r will im m e d ia te ly no t ify 911. 
• Ma y wa nt  to  a d d  no t  touching  susp icious-looking  p a cka g e s a nd  o the r p ro toco ls 

if the  thre a t  isn’t  ca lle d  in b ut  is  visua lly ob se rve d  
 
The  Em e rg e ncy Re sponse  Te a m  will be  a ct iva te d , a nd  the  Exe cutive  Dire cto r o r 
Dire cto r o f Ope ra t ions, in  consulta t ion with a u thorit ie s, will d e te rm ine  if e va cua t ion is 
ne ce ssa ry. 

Civil Disturb a nce  o r Te rro rist  Activity 
• I n the  e ve nt  o f a  loca l civil d isturb a nce  o r susp e cte d  te rrorist  a ctivity, the  

Exe cut ive  Dire cto r o r Dire cto r o f Ope ra t ions will consult  with loca l p o lice . 
 

• I f p o lice  g uid a nce  is una va ila b le , the  schoo l will se cure  stude nts a nd  sta ff insid e  
the  build ing  unt il it  is  sa fe  fo r re le a se  or p a re nt  p ick-up . 
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