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SEQUIM  SCHOOL  DISTRICT  #323 



EMERGENCY  PHONE  NUMBERS  AND  CALL  REQUIREMENTS 
 

District Phone Numbers These are Emergency Numbers only 
 

Superintendent ............................582-3262 Fire Department .................................................... 911 
High School ..................................582-3600 Emergency Medical ............................................... 911 
Middle School ..............................582-3500 Clallam County Sheriff ........................................... 911 
Helen Haller Elementary ..............582-3200 Sequim Police Department ................................... 911 
Greywolf Elementary ...................582-3300 Child Protective Service ........... 1-888-713-6115 ext 8 
Olympic Peninsula Academy .......582-3403 American Red Cross .....................................457-7933 
Bus Garage ...................................582-3274 Poison Information ........................... 1-800-222-1222 
Maintenance ................................582-3275 Washington State Patrol ..............................452-3394 

 

ALL EMERGENCIES - Dial 911  (Do not press the "9" button on your phone to access an outside line first. 
 Simply pick up the phone and dial only "911") 
 

 GIVE: Your Name and Building Address and Phone Number 
  What happened/Victim's Name 
  Nature/Degree of Emergency 
  Specific Location of Emergency In Building 
  Person To Report To 
 

STAY ON THE PHONE UNTIL THE MESSAGE IS CONFIRMED. 
 

THE NAME OF THIS SCHOOL IS   
 

THE STREET ADDRESS IS   PHONE NUMBER IS   
 

EMERGENCY  PHONE  NUMBERS  AND  CALL  REQUIREMENTS 



TRANSPORTATION  ACCIDENTS 
 

In the case of a bus or other school vehicle accident, the driver will: 
 

1. Call 9-1-1 if there is reason to believe that there are injuries. 

2. Make contact with the Transportation Supervisor.  (582-3274) 

3. Transportation will contact Washington State Patrol regarding the accident.  (452-3394) 

4. Transportation will notify the Superintendent’s Office. 

5. Transportation will dispatch another bus to transport students to their homes. 

6. Transportation will contact the parents or guardians of any students that were injured. 

7. Students will not be released until WSP releases them. 
 

Reference Policy / Procedure #6605--Student Safety Walking, Biking and Riding Buses to School 
 

TRANSPORTATION  ACCIDENTS 



CHEMICAL  SPILL 
 

In the event of a chemical spill in a school building, reporting staff member will:  
 

1. CALL 9-1-1 

2. Move students and employees to a safe location immediately, using fire drill procedures. 

3. Notify your Chemical Hygene Officer, building administrator, maintenance and superintendent’s office. 

4. Wait for word from authorities before returning to the school. 

5. When a chemical spill occurs outside of the school building, follow the advice of authorities. 

6. The Hazardous Substance Info line is 1.800.424.9300. 

 

For your information.....  
 

1. The school district may hold an "in-service" training to inform employees of potentially hazardous materials in 
the work place. 

2. Each location has a Product Safety Manual that contains Material Safety Data Sheets for hazardous products and 
the safe handling of these products.  A Chemical Hazard Plan is kept in the District Office.  All hazardous substance 
containers should be clearly labeled.  Hazardous chemicals transferred to other containers must be labeled.  

 

CHEMICAL  SPILL 



FIRE  IN  OR  NEAR  SCHOOL  BUILDING 
 

(Please consult your individual building plan for more specific directions) 
 

1. Sound the fire alarm bell and immediately evacuate the building.  Do not attempt to put out any fire, no matter 
how small, before sounding the fire alarm bell. 

2. Secretary is to notify the Fire Department/Police (911) and the District Office. 

3. Maintain control of students a safe distance away from the school and from any fire fighting equipment. 

4. Notify Maintenance. 

 

Teacher Duties: 
 

1. Escort students out of buildings to designated areas. 

2. Report to supervisor if any student(s) is(are) unaccounted for following class roll check. 

3. Maintain order during the evacuation (no running, talking, breaking from ranks). 

4. Check class roll when assigned destination is reached. 

5. Remain with students until relieved by supervisor or emergency personnel. 
 

Reference Policy / Procedure #3432--Emergencies 
 

FIRE  IN  OR  NEAR  SCHOOL  BUILDING 



ACTIVE SHOOTER / INTRUDER 
 

In the event of a confirmed firearm on campus: 
 

1. DIAL 911. 

2. Initiate Lock Down Procedures. 

-If you are in the immediate vicinity of the intruder and can escape, then run. 

-If you can’t escape, hide in an area out of the intruder’s view. Lock and/or block the door and silence cell 
phones. 

-Fight as a last resort and only when your life is in imminent danger 

3. Notify the Superintendent’s office. 

4. Evacuate surrounding areas if possible, in a way not to alert the intruder. 

5. Make available for police: 

-Description of the suspect 

-Description of the suspect's state of mind 

-Description and type of weapon 

-Description and number of weapons involved 

-Description of any personal knowledge of suspect 

-Name(s) of person(s) who saw the weapon in suspect's possession 

-Class lists and absentee lists 
 

ACTIVE SHOOTER / INTRUDER 



SNOW / BAD  WEATHER / EMERGENCIES / SCHOOL  CLOSURE 
 

Snow or other bad weather (windstorms, ice storms, etc.) 
If bad weather conditions occur during the night, the following district plan is followed:  
 

In the event that school operation is affected by delay or closure or special bus routes: 
 

1. Principals and the head of maintenance will be called in the morning by the superintendent. 

2. An automated phone message will go out to notify all students and staff of the status. 

3. Local radio stations KONP 1450 AM and FM 102.1, KSQM FM 91.5, KIRO AM 710, KOMO AM 1000, and KIRO TV 
Channel 7 in Seattle will be notified. 

4. School closure information may also be viewed on the Sequim School District website at 
www.sequim.k12.wa.us, and the district’s Facebook page.  If there is no announcement, schools will be open.  
Call 582-3260 for Snow Advisory. 

 

If weather conditions worsen during the day, the district will decide whether to dismiss early. 
Announcements will be posted on the district website, Facebook page, and made by KONP and KSQM radio stations. 
 

Other special conditions on an individual school basis: 
(school heating failures, loss of power/light, flooding, etc.) 
 

1. Building custodian notifies principal and head of maintenance.  Principal notifies superintendent. 

2. Utility company and Fire Department will be consulted as needed. 

3. Decision will be made according to these options. 

a. School will open or remain open with accommodations for students and staff. 

b. School will begin late or dismiss early, or do not open school at all. 

1) An automated phone message will go out to notify all students and staff of the status. 

2) District office informs radio stations, transportation, and food services, and updates the district website. 
 

SNOW / BAD  WEATHER / EMERGENCIES / SCHOOL  CLOSURE 



RESPONSE  TO  STUDENT  OR  STAFF  INJURY  OR  ILLNESS (1 of 2) 
 

A. Survey the scene and make sure it is safe: 
 

1. If there is a clear danger of further injury, then move the injured person carefully to safety. 

2. Do not move the injured person if there is the possibility of a head, neck or back injury, uncontrolled bleeding, 
cardiac arrest or if the person is having trouble breathing unless absolutely necessary. 

 

B. Do not deal with medical emergencies by yourself.  While you give First Aid, have someone else: 
 

1. Call 911. 

2. Send someone to get the AED. 

3. Notify the school nurse, notify immediate Supervisor, building Administrator and (depending on severity) district 
Administrator. 

4. For Disaster related to Injuries to several employees or students:  Supervisor will assign employees trained in 
First Aid to assist.  The District Office maintains an updated list of current First Aid and CPR card holders to 
provide to each building. 

5. Notify a parent or legal guardian/spouse or relative of employee. 

6. Send someone to guide emergency personnel to the exact location of the injured. 
 

C. Start Care: Persons trained in cardiopulmonary resuscitation (CPR), automated external 
defibrillator (AED) and First Aid should start providing emergency care. 

 

Call 9-1-1 for medical emergencies:  
1. Anaphylaxis: Immediately use student’s EpiPen and immediately CALL 9-1-1. 

2. Choking or severe difficulty breathing 

3. Shock 

4. Deep wound or part of the body that was crushed 

6. Bleeding that is difficult to control 

7. Possible back and neck injuries or broken bones 
 

RESPONSE  TO  STUDENT  OR  STAFF  INJURY  OR  ILLNESS (1 of 2) 



RESPONSE  TO  STUDENT  OR  STAFF  INJURY  OR  ILLNESS (2 of 2) 
 

8. Severe head injury 

9. Unconsciousness 

10.Seizure 

11.Serious burns 

12.Spill or release of hazardous chemicals 

13.Several students injured or ill at the same time 
 

 

D. When calling 9-1-1 stay on the phone to follow instructions and send someone to direct them to 
the exact location. 

 

1. You should be ready to give descriptive information to the medical personnel. 
 

E. Call a parent or legal guardian. 
 

1. Keep trying to reach a parent, guardian, emergency contact or the student’s medical care provider, if parent 
cannot be located. 

2. Describe the emergency and what you are doing to care for the student. 

3. Find out the recommended hospital or medical facility and the student’s LHCP. 

4. Ask the parent to accompany the student or meet at the hospital or medical facility. 
 

F. When paramedics arrive: 
 

1. Provide paramedics with the student’s Sequim School District Student Health Information for health concerns 
and permission for paramedics to treat. 

2. Paramedics to transport.  Do not use a personal car or school car for transporting a critically ill or injured student. 

3. A school staff person should accompany the student to the medical facility if a parent is not available or cannot 
be located. 

 

G. Complete a written record of the Incident immediately: 
 

1. Student Injury:  Student Accident Report 

2. Staff Injury: Complete Staff Accident Report, contact district office for L&I forms, inform LHCP we are self-insured. 
 

Reference Policy/Procedure #3418 – Response to Student Injury or Illness 
 

RESPONSE  TO  STUDENT  OR  STAFF  INJURY  OR  ILLNESS (2 of 2) 
 



SUICIDE / SUICIDAL  IDEATION 
 

Confidentiality is not applicable when the student threatens himself or others!! 
Protect yourself and your student body by reporting any potentially harmful behaviors of which you become aware!!! 
 

Suicidal Ideation (notes, messages, threats, conversations, etc.) 
 

1. Ensure the short term physical safety of the student - do not leave student unattended until care is transferred. 

2. Promptly notify a member of the Suicide Risk Intervention Team:  school principal, school counselor, school 
psychologist, or school nurse. 

 

In case of Suicide Attempt 
 

1. Contact Emergency Dispatch (9-1-1) if there is any question that a life-threatening situation is involved. Refer to 
protocol for Emergency Medical Care 

2. Ensure the short term physical safety of the student - Do not leave student unattended until care is transferred. 

3. Promptly notify a member of the Suicide Risk Intervention Team:  school principal, school counselor, school 
psychologist, or school nurse. 

 

Reference Policy / Procedure #2145--Suicide Prevention 
 

SUICIDE / SUICIDAL  IDEATION 



STUDENT  DEMONSTRATIONS  AND  OTHER  ON  SITE  DISTURBANCES 
 

1. When a demonstration occurs or appears imminent, it is important to remain calm, to use good judgment, and 
to listen.  Over-reacting may only escalate the problem. 

2. Tell all students to return to their classes.  Attempt to keep students in class, but do not use force.  Keep hallways 
clear of students as much as possible.  Notify immediate supervisor and superintendent's office. 

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

4. If appropriate, consider these actions: 

a. Have garbage cans and wastebasket containers removed. 

b. Consider locking lavatories, have someone on duty to admit only those necessary. 

c. Decide what to do about lunch periods.  If necessary, confine students to a pre-determined restricted area. 

5. The general public should be told not to enter the school grounds or attempt to see the principal during an on-
campus demonstration or mass insubordination crisis. 

 

Reference Policy / Procedures #3220--Freedom of Expression;  #3223--Freedom of Assembly;  #4310--Relationships with Law 
Enforcement and other Government Agencies 

 

DO NOT HESITATE TO CALL 9-1-1 
BEFORE A SITUATION BECOMES UNMANAGEABLE. 

 

STUDENT  DEMONSTRATIONS  AND  OTHER  ON  SITE  DISTURBANCES 



EARTHQUAKE 
 

When an earthquake strikes, the motion is frightening.  Keep calm, ride it out, help others.  Your 
chances of survival are excellent if you know how to act. 
 

During the Earthquake: 
 

1. If indoors, stay indoors.  Crawl under sturdy furniture and hold on to it.  If possible, move to an inside wall or to 
an inside doorway.  Stay away from windows or glass (crouch on knees, place head close to knees, cover sides of 
head with elbows and clasp hands firmly behind neck, close eyes tightly and remain in place). 

2. If in gymnasiums or assembly area, exit such facilities as expeditiously as possible and stay away from all 
structures. 

3. If outside, stay in the open.  Keep away from windows, trees, or electrical wires. 

4. If in a vehicle, stop.  Stay inside until the shaking stops. 

5. If on a stairway, move to an inside wall and "duck and cover." 

6. Follow your district earthquake plan, found with the district policy and procedures manual. 

 

After the Shaking: 
 

1. Follow your building evacuation plan.  Do not allow re-entry.  Take with you two (2) class attendance lists, 
pencil, and permanent marker (for identifying injuries and fatalities). 

2. Shut off all utilities.  Lock doors after making sure all persons have exited. 

3. Inform immediate supervisor of present status.  Status should include names of students injured.  Wait for 
instructions.  On one class list indicate whereabouts, if known, of students not with you and nature of injuries 
requiring first aid.  Send with runner to principal. 

4. Stay out of damaged buildings until it is determined that they are safe to re-enter. 

5. Be wary of aftershocks. 

6. Students will remain at school until released to their parents. 

7. Keep streets clear for emergency vehicles. 

8. Respond to requests for help from police and emergency personnel. 
 

Reference Procedure #3432P--Emergencies 
 

EARTHQUAKE 



BOMB  THREAT 
 

No bomb threat is to be ignored.  Treat every bomb threat as a potential danger to human life.  
Check and document every threat. 
 
In the event of a threat: 
 

1. Secretary (or whoever answers phone) follows procedure to keep caller on the line and obtains as much 
information as possible.  Be sure to document date, time of day, and exactly what was said by the caller. 

2. Secretary advises principal, other office personnel and district office of threat. 

3. Call police without delay (911). 

4. Principal and law enforcement officers decide whether or not building should be evacuated. 

5. If building is evacuated, use normal fire drill procedures.  Do not announce that the evacuation is due to a bomb 
threat. Every precaution should be taken to avoid panic, which could bring injury to students. 

6. Room-to-room search is conducted by school administration, police, firefighters, volunteers, etc. 

 
If Device is found:  
 

1. Do not touch device in any way.  Evacuate and seal off the area, using fire drill procedures. 

2. Call the police (911), indicating that a device has been found. 

3. Wait for a trained squad to examine and dispose of the device. 

4. Notify superintendent's office. 
 

Reference Procedure #3432P--Emergencies 
 

BOMB  THREAT 



INTERROGATION  OR  INTERVIEWING  OF  STUDENTS 
 

Reference Procedure #3226P--Interviews and Interrogations of Students on School Premises 
 

 

The district encourages interviews and interrogations of students to take place off school premises in order to 
minimize interruption to the instructional program.  When an onsite interview/interrogation is warranted by the 
circumstances of the case, the following protocols will be used: 
 

Interviews in Child Abuse or Neglect Investigations 
 

In conducting an investigation of alleged child abuse or neglect, law enforcement or DSHS (for purposes of this 
section, “the interviewer”) may interview students at school.  School personnel will not make a student available for 

an investigative interview unless the student gives consent. 

Please see Procedure #3226P for proper protocol regarding the specifics of any subsequent interview of a student. 
 

Protocol for Law Enforcement Interviews/Interrogations not involving Child Abuse or Neglect 
Investigations 
 

Law enforcement will contact the principal or his/her designee upon entering a school building.  Law enforcement 
may request and be granted such student information as address, telephone number, parents' names, date of birth 
and other directory information, if the parent or student over 18 years of age has not filed a written objection to the 
release of directory information. 

If the student is under twelve (12) years of age, parent(s)/guardian(s) or designated adult notification and permission 
is required before any interview/interrogation will take place unless the law enforcement official has a warrant or a 
court order or the official stipulates that exigent circumstances exist. 

If the student is twelve (12) years of age and over, the principal or designee will make a reasonable effort to contact 
the parent(s)/ guardian(s) prior to the interview or as soon as possible thereafter.  If the parent/guardian cannot be 
contacted, the principal or designee will contact the designated adult noted on the student’s emergency contact 
card for their consent.  Parent contact will not be required where the law enforcement indicates that child abuse or 
neglect is alleged. 

Please see Procedure #3226P for proper protocol regarding the specifics of any subsequent interview of a student.   
 

Protocol for Interviews by Health Department in Communicable Disease Investigations 
 

A health department official will contact the principal or his/her designee upon entering a school building.  A health 
department official may request and be granted such student information as address, telephone number, parents' 
names, date of birth and other directory information, if the parent or student over 18 years of age has not filed a 
written objection to the release of directory information. 

The principal and his/her designee will permit a health official to conduct a confidential interview during school 
hours with a student suspected of being in contact with an individual infected with a communicable disease if the 
principal chooses not to release the student to travel to the health department. 

Please see Procedure #3226P for proper protocol regarding the specifics of any subsequent interview of a student. 
 

INTERROGATION  OR  INTERVIEWING  OF  STUDENTS 



SUSPECTED  CHILD  ABUSE 
 

Child Protective Services (CPS):  1-888-713-6115 ext. 8 
 

Remember:  Failure to report within 48 hours a suspected incident of child abuse is a gross misdemeanor.     
Follow confidentiality protocol. The Sequim School Board directs that all staff shall be alert for any evidence of 
abuse, neglect or exploitation. 
 
Staff shall immediately contact Child Protective Services (CPS) and advise school principal of reports made.  If 
unable to report to CPS, notify local police/call 9-1-1.  In the absence of the school principal/designee, notify the 
school counselor, school psychologist or school nurse. 
 
Important First Steps for ...  Responding to: 
Sexual Assault (child assaulted on or near school property). 
 

1. Accompany victim to safe place at school and remain with him/her. 

2. Protect evidence of sexual assault.* Do not allow victim to wipe or wash themselves or change clothes. 

3. Notify police, school principal or designee, school nurse, school counselor or school psychologist, one of whom 
will contact parents and Child Protective Services without delay. 

4. Complete a Child Abuse and Neglect report form #3421F.  Send copy to CPS, building principal, and school 
counselor. 

 
Sexual Abuse (suspicion of past sexual incidents). 
 

1. Notify school principal or designee, school counselor or school psychologist immediately. 

2. Notify CPS at 1-888-713-6115 ext. 8 and describe evidence ASAP. 

3. Leave notification of family to CPS or law enforcement. 

4. Complete a Child Abuse or Neglect Report #3421F.  Send a copy to CPS, building principal, and school counselor. 

 
Suspected Physical Abuse or Significant Neglect 
 

1. Notify school principal or designee, school counselor or school psychologist immediately. 

2. Notify CPS at 1-888-713-6115 ext. 8 and describe evidence within 48 hours.  CPS will advise you of next steps.  
Follow their directions. 

3. Complete a Child Abuse and Neglect Report #3421F.  Send a copy to CPS, building principal, and school counselor. 
 

Reference Policy / Procedures #3421--Child Abuse, Neglect and Exploitation Prevention 
 

SUSPECTED  CHILD  ABUSE 



RIGHTS  OF  DIVORCED / ESTRANGED  PARENTS 

(includes potential "kidnapping" by estranged or divorced parent) 

 

School personnel sometimes find themselves in the middle of a struggle over a child between estranged/divorced 

parents.  There may be fears that the child could be snatched from school and taken to an unknown location.  Be 

certain that all office personnel understand both the rights of parents and the procedures to follow. 

 

1. Both natural parents have the right: 

a. To view the child's school records, 

b. To receive school progress reports, 

c. To visit the child briefly at school, and 

d. To participate in parent/teacher conferences (not necessarily the same conference). 

 

Only a legal document (i.e., final divorce decree which includes specific denial of visitation rights or restraining 

order denying visitation) can prevent a parent from participating in the activities named above. 

 

2. For the school's purposes, the parent who resides with the child is known as the Custodial parent.  If both 

parents claim to be the custodial parent, enrollment records should be examined.  The parent who enrolled the 

child is considered to be custodial parent until a legal document naming the custodial parent can be provided to 

the school. 

3. While both parents may see the child at school, only the custodial parent has the right to remove the child 

from school property.  If the non-custodial parent asks to take the child from school, follow these steps: 

a. The staff member is to explain that the school staff is responsible for the child's welfare while at school.  

In front of the non-custodial parent, telephone the custodial parent and explain the request.  If the 

custodial parent agrees, then comply with the request. 

b. If the custodial parent objects, explain the rights of both natural parents (see #1 above).  Confirm that the 

school will allow a brief visit and describe the conditions so that both parents hear the information.  

Emphasize that the child will stay in the office area for the visit, will return to class afterward, and will not 

leave school property. 

c. Send for the child to come to the office; do not send the parent to the classroom.  Explain to the child how 

the visit will be handled.  Emphasize that you will return the child to class when the visit is finished.  

Provide a place for the visit which can be observed by office staff.  Escort the child back to class after the visit. 

**  If a parent comes to your classroom, send him or her to the front office for clearance!! 

 

Reference Policy / Procedures #3126--Child Custody 
 

RIGHTS  OF  DIVORCED / ESTRANGED  PARENTS 



SCHOOL  RESPONSE  TO  DEATH  OF  A  STUDENT  OR  FACULTY  MEMBER 
 

1. Call "9-1-1" if tragedy occurs at the school. 

2. Immediately inform appropriate school personnel:  school administrator, school principal, school counselor, 
school psychologist or school nurse. 

3. Implement school Crises Response Plan. 

 

SCHOOL  RESPONSE  TO  DEATH  OF  A  STUDENT  OR  FACULTY  MEMBER 



SUPERINTENDENT 
 

In this handbook "superintendent" will also mean assistant superintendent or other designee in that order, 
according to availability.  "Principal" may mean assistant principal or designee.  The same applies to any other 
administrator such as a director who may appoint designees. 

In an emergency affecting a single school, directions will be given by the principal or designee.  All information and 
requests for aid will be coordinated to and from the school site. 

In an emergency affecting two or more schools, directions will be given by the superintendent or assistant 
superintendent.  All information and requests for aid will be coordinated to and from the superintendent's office. 

In the absence of district direction, principals are authorized to act as needed.  Employees may be temporarily 
assigned as needed. 
 

Look for emergency direction in this order: 

 
Superintendent 

  Law Enforcement and School Board Principals 

Emergency Service Agencies 

  Fire Department 

Staff 

 
 

Superintendent .................................................................................... 582-3262 

Director of Communications ........................................................................ 582-3264 

Director of Teaching & Learning .................................................................. 582-3269 

Director of Technology ................................................................................ 582.3260 

Greywolf Elementary ................................................................................... 582-3300 

Helen Haller Elementary .............................................................................. 582-3200 

Sequim Middle School ................................................................................. 582-3500 

Sequim High School ..................................................................................... 582-3600 

Olympic Peninsula Academy ........................................................................ 582-3403 

Transportation ............................................................................................. 582-3274 

Maintenance ................................................................................................ 582-3275 

Food Service ................................................................................................. 582-3417 
 

Sequim School District FAX .......................................................................... 683-6303 

Greywolf Elementary FAX ............................................................................ 582-9555 

Helen Haller Elementary FAX ....................................................................... 681-8543 

Middle School FAX ....................................................................................... 582-9486 

High School FAX ........................................................................................... 681-8688 

Olympic Peninsula Academy FAX ................................................................ 582-9229 
 

Hospital:  Olympic Medical Center .............................................................. 417-7000 

Utilities:  Road Department .............................. 417-2379/After hours notify Sheriff's office at 417-2259 

Hazardous Substance Information ........................................................ 1-800-424-9300 

Public Utilities District .................................................... 452-9771 (then press “3” for Sequim branch) 

Poison Information ................................................................................ 1-800-222-1222 
 

SUPERINTENDENT 



SEQUIM  MIDDLE  SCHOOL 
 

LOCK DOWN PROCEDURES:  ANNOUNCEMENT "THIS IS A LOCK DOWN" OVER THE INTERCOM -  
This indicates there is a dangerous person/situation on campus necessitating lock up measures. 

Notify the Superintendent’s office. 
 

IN CLASS: 
1. Ask students to be seated and stand by for further information. 
2. Check halls for passing students and direct them to your room immediately. 

*Lock all doors. 
*Place paper over window in your door. 
*Close blinds 
*Wait for further announcements (All Clear). 

3. Report if medical assistance is needed. 
4. If you observe a non-student trespasser, use the phone or intercom and report location, description, number of 

individuals, and the direction headed. 
*Note any possession of weapons IF POSSIBLE. 

 

ALL CLEAR:  "The past condition is clear." Listen for explanation - "Resume regular schedule, etc." 
 

OUT OF CLASS:  BEFORE SCHOOL/BREAK/NOONTIME/PASSING 
1. All staff/students go directly to the nearest room where space is available. 
2. Close and lock door if possible, pull blinds and remain until general announcement is made. 
3. Report if medical assistance is needed. 
4. If you observe a non-student trespasser, use the intercom to report location, etc. 

*Note any possession of weapons, IF POSSIBLE. 
 

NO STUDENT, TEACHER, OR STAFF MEMBER IS TO CONFRONT A TRESPASSER DURING A LOCK 
DOWN SITUATION. 
 

SEQUIM  HIGH  SCHOOL 
 

LOCK DOWN PROCEDURES:  ANNOUNCEMENT "THIS IS A LOCK DOWN" OVER THE INTERCOM -  
This indicates there is a dangerous person/situation on campus necessitating lock up measures. 

Notify the Superintendent’s office. 
 

IN CLASS: 
1. Ask students to be seated and stand by for further information. 
2. Check halls for passing students and direct them to your room immediately. 

*Lock all doors. 
*Place paper over window in your door. 
*Close blinds 
*Wait for further announcements (All Clear). 

3. Report if medical assistance is needed. 
4. If you observe a non-student trespasser, use the phone or intercom and report location, description, number of 

individuals, and the direction headed. 
*Note any possession of weapons IF POSSIBLE. 

 

ALL CLEAR:  "The past condition is clear." Listen for explanation - "Resume regular schedule, etc." 
 

OUT OF CLASS: BEFORE SCHOOL/BREAK/NOONTIME/PASSING 
1. All staff/students go directly to the nearest room where space is available. 
2. Close and lock door if possible, pull blinds and remain until general announcement is made. 
3. Report if medical assistance is needed. 
4. If you observe a non-student trespasser, use the intercom to report location, etc. 

*Note any possession of weapons, IF POSSIBLE. 
 

NO STUDENT, TEACHER, OR STAFF MEMBER IS TO CONFRONT A TRESPASSER DURING A LOCK 
DOWN SITUATION. 

 

LOCK  DOWN  PROCEDURES  SEQUIM  MIDDLE  SCHOOL  &  SEQUIM  HIGH  SCHOOL 



GREYWOLF  ELEMENTARY 
 

LOCK DOWN PROCEDURES:  ANNOUNCEMENT "THIS IS A LOCK DOWN" OVER THE INTERCOM -  
This indicates there is a dangerous person/situation on campus necessitating lock up measures. 

Notify the Superintendent’s office. 
 

In the event that a "lock-down" situation is identified initially by office personnel, a signal will be 

transmitted via the school's public address system's All-Call. 
 
The announcement, "THIS IS A LOCK DOWN," will serve to notify teachers and staff to keep students in the 
classroom, to move the students to a "blind corner," and to lock the door (if that can be done discreetly). 
 

Should a "lock-down" situation be identified by staff members who are not in the central office, 

those identifying the situation will page the office via the school intercom to report a "LOCK DOWN" is required. 
 
This message would indicate that an emergency exists, that a lock-down should be signaled throughout the entire 
school, and that a 911 assistance call is requested. 
 

Notify the Superintendent's office. 
 
 

HELEN  HALLER  ELEMENTARY 
 

LOCK DOWN PROCEDURES:  ANNOUNCEMENT "THIS IS A LOCK DOWN" OVER THE INTERCOM -  
This indicates there is a dangerous person/situation on campus necessitating lock up measures. 

Notify the Superintendent’s office. 
 

If a problem occurs in the office area, an "All-Call" announcement saying "THIS IS A LOCK DOWN" will be 

made. 
 
This will mean that teachers and students are to stay in the classroom until notified otherwise. 
No one leaves or enters the room. 
Teachers should try to lock their door if they can do so discreetly. 
 

If a teacher has an emergency situation in the classroom (requiring a 9-1-1 call), they will use the 

intercom/phone/send a note to report a "LOCK DOWN" is required. 
 
This message would indicate that an emergency exists, that a lock-down should be signaled throughout the entire 
school, and that a 9-1-1 assistance call is requested. 
 

Notify the Superintendent's office.  
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OLYMPIC  PENINSULA  ACADEMY 
 

LOCK DOWN PROCEDURES:  ANNOUNCEMENT "THIS IS A LOCK DOWN" OVER THE INTERCOM -  
This indicates there is a dangerous person/situation on campus necessitating lock up measures. 

Notify the Superintendent’s office. 
 

OPA Office:  Any concerned party should report a potential "LOCK DOWN" situation to the OPA 
office immediately.  Phone:  582-3403. 

 

PROCEDURE: The building bell will ring one long ring.  If the bell is inoperable, “LOCK DOWN” will be 
announced over the intercom.  This indicates there is a dangerous person/situation on campus that 
necessitates lock down measures. 
 

Notify the Superintendent’s office as soon as possible. 

 

IN CLASSROOM: 
 

1. Communicate with your students that a dangerous situation requires lock down. 

2. Tell students to go to a blind spot/out of view area in your classroom. 

3. Check halls for students or others and direct them to your room immediately. 

4. Lock your classroom door, secure the door with a table or chair, and possibly cover the door’s window with 
paper.  Wait for further announcement (e.g. all clear). 

5. Call the office if medical assistance is needed.  Any individual can call 911. 

6. The danger may or may not be an individual student or non-student.  Use the intercom or room phone and 
report location and description of situation. 

7. OFFICE STAFF ONLY TO CALL SUPERINTENDENT’S OFFICE. 

8. Make sure your room phone is free at all times (e.g. off the internet). 

9. If the teacher or supervisor is “in trouble,” calmly call the office and say, "I need assistance." 

 

ALL CLEAR:  

Say, “The past condition is clear.  Resume regular schedule.”  Listen for possible explanation. 

 

OUT OF CLASSROOM/BEFORE SCHOOL/BREAK/LUNCH: 

1. Nearby staff:  help clear the halls and lunchroom and direct students to a room. 

2. All students and staff go directly to the nearest room where space is available. 

3. Students in Commons go to the kitchen or out the side doors (depending on situation). 

4. Close and lock doors if possible and remain until all clear announcement is made. 

5. Call the office if medical assistance is needed.  Any individual can call 9-1-1. 

 

NO STUDENT, STAFF MEMBER, PARENT, OR SCHOOL VISITOR IS TO CONFRONT A TRESPASSER 
DURING A LOCK DOWN SITUATION. 
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SEQUIM  SCHOOL  DISTRICT  INCIDENT  COMMAND 
 

The Sequim School District (SSD) Incident Command System partners District level and school-based 

personnel in mounting an effective emergency response.  At the District level, all SSD departments 

stand ready to provide emergency resources as directed by the District Incident Commander.  At the 

school level, the Emergency Response Team includes designated school-based coordinators.  These 

designated coordinators perform essential tasks to save life, provide for student safety, secure the 

facility, communicate with parents, and address the emotional impact of a crisis on students.  The 

School Incident Commander will mobilize these coordinators if their support is needed to effectively 

respond to an emergency. 

 
SCHOOL  INCIDENT  COMMANDER 

(First responder when an emergency occurs at a school site) 

 
DISTRICT  INCIDENT  COMMANDER 

(Superintendent, in command upon arrival at school site) 

 
CITY/COUNTY  INCIDENT  COMMANDER 

(In command upon arrival at emergency site) 

 
PUBLIC  INFORMATION 
(District Office Personnel) 

 
DISTRICT  CRISIS  TEAM 

(Assist principals and schools in addressing the social and emotional impact of a crisis) 

 
FIRST  AID  COORDINATOR 

(Direct triage and the administration of first aid) 

 
STUDENT  SUPERVISION  COORDINATOR 

(Administrators coordinate the supervision of students by teachers) 

 
FACILITY  AND  MATERIALS  COORDINATOR 

(Coordinate the security of the building and provide material to support School Incident Commander) 

 
STUDENT-PARENT  REUNION  COORDINATOR 

(Administrators and Secretaries coordinate the reunion of students and parents or legal guardians) 

 
SCHOOL-BASED  CRISIS  TEAM  COORDINATOR 

(Coordinate a response to students or staff who display significant emotional distress) 

 
TEACHER  RESPONSIBILITIES 
(Supervise students in their care) 
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STUDENT  RUNAWAY  OR  MISSING  STUDENT 
 

TEACHER - Report any missing students to the Principal's office immediately. 
 

If during a school field trip: 
 

1. Immediately gather all students on the bus or in an area away from any crowd and take roll. 
2. Inform all chaperones of the missing student. 
3. Gather all available adults and have them start a search. 
4. Inform the management and staff working at field trip location. 
5. Notify the Principal's office of missing student. 
6. Notify a parent. 
7. Call 9-1-1 for Police. 

 

PRINCIPAL 
 

During school hours after student has been listed as "present" 
 

1. Obtain registration information and photograph from files. 
2. Quickly search campus, including an "All Call" on P.A. system. 
3. Notify security and the Superintendent's office. 
4. FOR MISSING YOUNG CHILD IN ELEMENTARY SCHOOL DO NOT DELAY IN CALLING 9-1-1. 
5. Call parent or those listed on emergency release form. 

a. advise parent to confirm to police that their young child is missing. 
b. advise parent to call the police if their high school student is not located within a reasonable period of time. 

6. Do not release any information to the media, refer inquires to Superintendent's office. 
7. When police arrive at school, work closely with them. 
8. If student is located, notify parent immediately. 

 

During school hours when student is missing between school and home 
 

1. Check with parent if student does not arrive at school. 
a. Is student legally absent? 

* if answer is "Yes," stop procedure. 
b. Could student be lost? Is student suspected of being a runaway? Is student suspected of being truant?        

Are any of his friends also missing? 
c. Ask for student's possible route to school and for means of transportation. 

* If on a school bus, check with the Bus Garage. 
d. Advise parents to call the police if student is not located within a reasonable period of time. 

* Note that PARENT must make this call. 
e. Ask a parent to notify the school if the student is located. 

2. Obtain registration information and photograph from files. 
3. Notify security, and the Superintendent's office. 
4. Contact transportation to see if the student rode the bus to school. 
5. If the student is a young child, possibly lost, school personnel should drive the student's route to school. 
6. Do not release any information to the media, refer inquiries to the Superintendent's office. 
7. If police arrive at school, work closely with them. 
8. If student is located, notify a parent immediately. 

 

After hours when a student is missing between school and home. 
 

1. If a parent or caregiver has called the school to advise of a missing student: 
a. Express concern and desire to help. 
b. Gather pertinent information. 
c. Advise the caller to contact alternate caregivers and friends. 
d. If caller is a parent, advise them to call the police if student is not located within a reasonable period of time. 
e. Ask caller to call again if student is located. 

2. Obtain the registration form and photograph from the files. 
3. Search campus, including "All-Call" on P.A. system. 
4. If student is not found on campus, call Security. 

a. If student is a young child, possibly lost, school personnel should drive the student's route to school. 
5. If caller is not a parent, call the parent or legal guardian. 

a. Advise the parent to call the police if student is not located within a reasonable period of time. 
6. Notify Security and the Superintendent's office. 
7. If the student rides the bus, call transportation. 
8. Do not release any information to the media, refer all inquiries to the Superintendent's office. 
9. When police arrive at school, work closely with them. 
10.If the student is located, notify a parent immediately. 

 

OFFICE 
 

1. "All Call" for child to report to office, if no response, wait no longer than 2 minutes. 
2. Print child's picture and make 10 copies. 
3. "All Call" for available staff to report to the office. 
4. Designate who will be in charge - principal, counselor, or head secretary. 
5. Assign areas - all searchers should take a map, student picture and radio. 

* Outside - all playgrounds, parking lots, behind portables and courtyards, behind/between dumpsters 
* Inside - gyms, commons, restrooms, custodial area, kitchen, service areas, counseling offices,            

conference rooms, staff lounge, staff restrooms, workroom. 
6. Notify office when area is clear.  Continue monitoring assigned area until student is located. 
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