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Purpose of the Emergency Operations Plan: 

The purpose of the Karl G Maeser Preparatory Academy (Maeser Prep) Emergency 

Operations Plan (Maeser EOP) is to identify threats and hazards and outline the response 

procedures and responsibilities of Maeser Prep’s employees.  Developing and practicing a 

plan empowers individuals with the knowledge and tools necessary to confidently respond in 

an emergency situation.  The Maeser EOP educates the faculty, staff, students, and other 

stake holders of their responsibilities before during and after an emergency occurs. 

 

Scope of the Emergency Operations Plan 

The Maeser EOP outlines how Maeser Prep will mitigate, prepare for, respond to and recover 

from natural disasters, human-caused emergencies, and technological disasters.  The Maeser 

EOP, the functional annexes, and the hazard specific annexes includes a threat assessment,  

outlines the roles, responsibilities, and expectations of the faculty and staff, describes the 

communication processes, and explains the training and maintenance plans to keep the 

Maeser EOP current. 

 

Policy Statement 
The Karl G Maeser Emergency Operations Plan operates within the framework of the Utah 
Administrative Code, R277-400 School Facility Emergency and Safety, to minimize loss of life 
and destruction of property. 
 

 

Cell Phone Use 

During an emergency we ask that all cell phones be turned off for a minimum of 10 minutes.  

After ten (10) minutes faculty, staff, and students will be invited to turn their cell phone on for 

texting only.  Those who have data plans will be asked to turn off their data and wifi.  This 

action prevents the cellular networks from crashing in the area due to the influx of users as law 

enforcement and other emergency personnel arrive. 

 

After phones have been turned on students will be invited to text their parents to let them know 

they are ok and any pertinent information regarding whether or not school will be resuming.  

We suggest that students text updates to their parents at regular intervals of approximately 7-

10 minutes.   

 

 

Goal of the Emergency Operations Plan 

To preserve life and property to the best of our ability, within the scope of our training. 

 

Objectives of the Emergency Operations Plan  

1. Minimize loss of life 

2. Minimize destruction of property 
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Definitions:  

 

1. Community Agencies – refers to the law enforcement, fire department, hospital and staff, 

and other government emergency personnel and agencies. 

2. Community Partners – refers to public and private companies with whom Maeser holds a 

Memorandum of Understanding for goods and/or services. 

3. Emergency –a natural or man-made disaster, accident, act of war, or other circumstance 

that could reasonably endanger the safety of school children or disrupt the operation of the 

school. (“Utah Administrative Code.” UT Admin Code R277-400. School Facility Emergency and Safety. 

April 1, 2019, rules.utah.gov/publicat/code/r277/r277-400.htm.) 

4. Drill is a method of practicing procedure 

5. Emergency Exercise simulates an emergency situation allowing responders to practice 

skills in a given situation. 

6. Evacuation is a security measure taken during an emergency when there is a need to exit 

the building. 

7. Incident is a natural, technological, or human-caused occurrence that requires a response 

to protect life or property.  (“Sample School Emergency Operations Plan.” FEMA Emergency 

Management Institute, FEMA, Mar. 2011, Sample School Emergency Operations Plan.) 

8. Lockdown is a security measure taken during an emergency that is occurring within the 

school.  

9. Lockout is a security measure taken during an emergency that is occurring outside of the 

school.   

10. Shelter requires students and staff to remain secured within the classroom or school 

building.  

11. Table top exercise is an exercise where key members meet to discuss an emergency 

situation. Participants review and discuss scenarios and the actions they would take in a 

particular situation with the intent of testing their emergency plan in an informal 

environment. 
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Hazards and Threats 
 

Hazard and Threat Assessment 
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Natural Hazards 

1. Earthquake 

2. Flood 

3. Fire 

4. Pandemics 

5. Thunderstorms 

6. Tornado 

7. Winter storm 
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Human-Caused Hazards 

1. Bullying 

2. Cyberbullying 

3. Harassment (including sexting) 

4. School Violence 

5. Sex offenders 

6. Civil Disturbance 
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Technology Hazards 

1. Communications Failure 

2. Computer database failure 

3. Hazardous Materials release 

4. Power Failure 

5. Radiological release 
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Mitigation Measures 
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Lockout 

 

Condition: Something dangerous is outside of the school.  This could 

include, but is not limited to: 

1. Criminal activity in the area 

2. Civil Unrest 

3. Dangerous animal 

A Lockout uses the security of the physical facility to act as protection. 

 

Who can call for action: 

1. Student - by reporting to staff member or the office 

2. Teacher - by reporting to main office 

3. Law Enforcement -Toda the school receives the call from police (This should occur 

without having to go through a chain of command.) 

 

 

Announcement:  

“LOCKOUT! Secure the perimeter!” 
 

 

Student Action: 

1. If outside immediately return to the building 

2. No one in or out of the building 

3. Business as usual 

 

Teacher Action: 

1. If outside, immediately return to the building 

2. Increase situational awareness 

3. Take attendance, note date and time 

4. Business as usual 

 

Administrative action 

1. Contact any teachers with students outside 

2. Contact and advise any teachers with students off campus 

3. Authorize mass communication to parents regarding situation 
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Lockdown 

 

Condition: There is an imminent or ongoing threat inside the 

building 

 

Who can call for action: 

1. Student - by reporting to a staff member or the main office 

2. Faculty or staff - by reporting to main office 

3. School Administration 

 

 

Announcement:  

“LOCKDOWN! Locks, Lights, Out of Sight!” 
 

 

Student Action: 

1. Move out of sight of hallway 

2. Turn off cell phones 

3. Maintain silence 

 

Teacher Action: 

1. Lock and close door if possible 

2. Turn out lights 

3. Move out of sight 

4. Turn off cell phone  

5. Keep students calm 

6. DO NOT open door for anyone (law enforcement will have a key) 

7. Take attendance, note date and time 

 

Administrative action: 

1. Lock down  

2. Support law enforcement 

3. Authorize or initiate warning to teachers and students off campus 

4. Authorize mass communication to parents/guardians  

5. Initiate Incident Command 

6. Begin accountability and reunification process 
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Evacuation 

 

Condition: there is an imminent or ongoing threat or a hazard to 

lives or property. 

 

Who can call for action: 

1. School Administrator – school led evacuation 

2. Law Enforcement – police led evacuation 

3. Individual – (self-evacuation) – any individual during an emergency situation 

 

 

Announcement:  

“_(name emergency)_! Evacuate to the seminary parking lot!” 
 

 

Examples of emergencies requiring evacuation:  

1. Flood 

2. Gas Leak 

3. Bomb Threat 

4. Chemical Spill 

 

Student Action: 

1. Leave belonging behind 

2. Bring your phone 

3. Form a single file line 

 

Teacher Action: 

1. Take emergency binder 

2. Lead students to evacuation site 

3. Take attendance, note date and time 

 

Administrative action: 

1. Initiate evacuation 

2. Determine best evacuation site 

3. Initiate Incident Command 

4. Announce evacuation reason and location 

5. Account for individuals who were legally in the building 
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Shelter 

 

Condition: There is an imminent or ongoing threat or a hazard to 

lives or property. 

 

Who can call for action:  

1. School Administration 

 

 

Announcement: “_(name emergency)_! _(State action)_!” 
 

Emergency  Action 

HazMat Seal your room 

Earthquake Drop, Cover, and Hold on 

Tornado Move to the hall 

Lightning Remain in the building 

 

 

Student Action: 

1. Know hazards and safety strategies  

2. Follow instructions 

 

Teacher Action: 

1. Know hazards and safety strategies  

2. Take attendance, note date and time 

3. Report injuries or problems 

 

Administrative action: 

1. Initiate shelter protocol 

2. Announce action and reason 

3. Account for individuals who are legally in the building 

4. Note and care for injuries as trained able 
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Hold 

Condition: Something is happening in the building and the halls 

need to be clear 

 

Who can call for action:  

1. Student - by reporting to staff member or the office 

2. Teacher - by reporting to main office  

3. Law Enforcement - by reporting to main office 

4. Emergency medical - by reporting to main office 

5. School Administration 

 

 

Announcement: “Hold!  Stay where you are until further notice.” 
 

 

Student Action: 

1. Follow instructions 

2. Business as usual 

 

Teacher Action: 

1. Lock and close door 

2. Take attendance, note date and time 

3. Business as usual 

 

Administrative action 

1. Initiate hold 

2. Release hold when situation is resolved 
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On-site Reunification  

 

Condition: Students need to be reconnected with their family as a  

result of an emergency, most likely in the surrounding community. 

 

Who can call for action:  

1. School Administration 

2. Law Enforcement contacts the front office 

 

Student Action:  

1. Remain in your class or return to your most recently completed class. 

2. Follow instructions 

3. Go to the gym with class 

4. Remain in the gym 

 

Teacher Action: 

1. Take attendance for most recently completed class, note date and time 

2. Report missing students to the office 

3. Escort students to the gymnasium 

 

Administrative action 

1. Initiate onsite reunification procedures 

2. Assign teacher responsibilities 

3. Oversee reunification process 
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On-site Reunification  

All students must leave campus in a vehicle. 

 

A student who is fifteen (15) years of age or older who is determined 

by the administration, or their agent, to be reasonably responsible  

will be released to a carpool.  If practicable a text or email will be 

sent to the phone number or email address on file informing the 

parent/guardian. 

 

A student who is under 15 will not be released unless a parent or other responsible person has 

been notified and assumed responsibility for the student. 

 

Before any student leaves, the proper reunification for must be completed. 

1. On-site Student Driver Form - for any student who drove themselves to school. 

2. On-site Student Passenger – for any student leaving with a student driver. 

3. Release Form – for any student who is picked up by an not student driver. 

 

In vehicle: 

1. Distribute reunification card(s) – 1 card per student 

a. Driver must fill out a card for every student they want to pick up.  

2. Parent/guardian fills out reunification card for each student they would like to pick-up 

3. Completed card(s) is/are given to greeter 

4. Greeter takes card to release verification team to approve driver. 

5. Upon receipt of card verification team checks custody/emergency release permission: 

a. checks PowerSchool to make sure they can legally pick up the student 

b. Team member fills out Office Only box on form 

c. Team member calls student to meeting point 

6. Greeter takes student back to the car. 

7. When student arrives parent/guardian signs form 

8. Parent/guardian and student(s) leave 

 

On-site reunification locations: 

Maeser Prep North Parking Lot 

All vehicles will enter from 1600 North and will exit onto 400 West 

 See map 

Seminary parking lot 

All vehicles will enter from 1030 West (neighborhood street adjacent to church) and will 

exit onto 1600 North.  

 See map 
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On-site Reunification  

Faculty assignments 
 
In the gym: 

1. SPED 
2. Counselors 
3. Incident Commander 
4. Natalie Gerber 

 
Door Posts 

 Front Main 

 North Hall 

 South Hall 

 Cafeteria 
 
Seminary Team – Escorts seminary students to their pick-up point 

 Laura Ure  

 Teacher in room 151 

 Teacher in room 150 

 Teacher in room 147 

 Teacher in room 146 
 
Math Team – Escorts math students to their pick-up point 

 Supervision 
o Teachers in rooms 301 and 302 

 Escort 
o Teacher in room 303 and 304 

 
Release Verification Team – Verify through PowerSchool that driver is a custodial legal 
guardian or an emergency contact 

1. Front office staff - PE North 
2. Front office staff - PE North 
3. Jennifer Myers - PE North 
4. Michelle Treadwell - PE North 
5. Sam Urie - PE South 
6. Shannon Cannon - PE South 
7. Stefanie Slade - PE South 

 
Greeters – All remaining faculty 

 Report to front office for assignment 

 Assignments 
o North Parking lot 
o Seminary Parking Lot 
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On-site Reunification  

Traffic Flow Maps 
 
One-way traffic flow 
Enter: 1600 North 
Exit: 400 West 
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On-site Reunification  

Traffic Flow Maps 
 
One-way traffic flow 
Enter: 1030 North 
Exit: 1600 West – RIGHT TURN ONLY 
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Off-site Reunification  

Condition: Students need to be reconnected with their family as a  

result of an emergency, most likely in the surrounding community. 

 

Who can call for action:  

1. Administration 

2. Law Enforcement contacts the front office 

 

Student Action:  

1. Self-evacuation 

a. Get off campus 

b. Call parent and go home 

2. Police Led Evacuation 

a. Put phone in your pocket 

b. Follow instructions quickly and immediately 

 

Teacher Action: 

1. Take attendance  

 

Administrative action 

1. Initiate onsite reunification procedures 

2. Assign teacher responsibilities 

3. Oversee reunification process 

 

Cell phone use in a major emergency: 

When lockdown is initiated all cell phones must be turned off for a minimum of 10 minutes.  

After ten (10) minutes faculty, staff, and students will be invited to turn their cell phone on for 

texting only.  Those who have data plans will be asked to turn off their data and wifi.  This 

action prevents the cellular networks from crashing in the area due to the influx of users as law 

enforcement and other emergency personnel arrive. 

 

After they turn their phones on students will be invited to text their parents to let them know 

they are ok.  We suggest that students text updates to their parents at regular intervals of 

approximately 7-10 minutes.   

 

During Police led evacuations students’ hands must be empty.  They will not be able to text 

during this time. 
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Off-site Reunification  

 

A lockdown can only be released by law enforcement.  Rooms will be  

searched 1 by 1.  As rooms are cleared students will be instructed to  

keep their hands visible as they are moved to the next location.   

 

Teachers will be evacuated with their students are to grab the emergency  

binder to take roll as they leave the building. 

 

Students will be searched and interviewed by law enforcement.   After this has occurred, 

students will be transported to an off-site reunification location.  Once at the reunification 

location students will be taken into the building.  Parents will then be notified as students arrive 

and parents can then move through the release verification process. 

 

Reunification cards will be distributed while parents wait for their student to arrive.  In order to 

receive your student a parent/guardian will need to have photo identification as well as the 

release form filled out. 

 

One (1) card must be filled out for each student.  Keep the card with you until your student has 

arrived. 

 

Once your student has arrived at the reunification site get in line so that school personnel can 

verify your identity and reunify you with your student. 

 

The verification team will check picture identify to make the individual has been approved to 

pick up the student.  Then they will fill out Office Only box on form and request the student 

from the holding area.  A verification team member will then call the student to meeting area. 

When student(s) arrives the parent/guardian will sign the form and the student will be released. 
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Accountability Process  
During teacher week, print rolls and place in emergency binder.  If 

rosters have changed after class changes are complete, print new 

rolls for those classes and put them in the emergency binder.  

These will be use during all drills and emergency for accountability 

purposes. 

 

Always note date and time on the rosters when you take roll.  You 

may be taking roll more than once on the same roster during an emergency. 

Give roll to the assigned site supervisor (see below). 

 

Lock Out 

Teachers will take the emergency binder as they exit their classroom.  Once they arrive at the 

evacuation location they will take roll and give the roll to the assigned staff member. 

 

Lock Down 

After locks, lights and out of sight, take roll to record who is in the classroom with you.  Note 

date, time, and any missing students. 

 

Take emergency binder when evacuated.  Take roll a second time at the transport site. Note 

date, time, and any missing students.  Report missing students to transportation site 

supervisor.  

 

School Directed Evacuation 

Teachers will take the emergency binder as they exit their classroom.  Once they arrive at the 

evacuation location, they will take roll and give the roll to the assigned staff member. 

 

Shelter 

 In class shelter 

o As soon as shelter actions are complete teachers will take roll noting any missing 

students who were in class before the emergency began.  The list of missing 

students will be emailed to attendance@maeserprep.org under the subject: 

MISSING STUDENTS. 

o Teachers will also note any extra student that are in their room and will email the list 

to attendance@maeserprep.org under the subject: EXTRA STUDENTS. 

 

 Alternate location Shelter 

o Teachers will take the emergency binder as they exit their classroom.   

o Once they arrive at the shelter location, take roll. Note date, time, and visitors 

(including any students not on your roll). 

o Give roll to the supervising administrator. 

mailto:attendance@maeserprep.org
mailto:attendance@maeserprep.org
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 Faculty and staff not directly responsible for students. 

o Send email to attendance@maeserprep.org with your name and location in the 

subject line. 

  

mailto:attendance@maeserprep.org
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Primary Evacuation Location: 250 W 600 S, Lindon, UT 84042 
 

 
 
Students stand in the assigned parking stall.   

Teachers stand at the stall opening.   

Teachers mark roll and then report to assigned receptionist.   

Rolls are given to receptionist for documentation.  

Receptionist 1 also accounts for teachers on their prep. 

SPED Director accounts for SPED team and reports to Safety Admin. 

Reports and rolls are given to Safety Admin who shares results with School Director. 
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Field Trip Response to an Maeser campus emergency 
Faculty, staff, and students who are at or on their way to a field will be notified of an 
emergency situation via text, phone call or email. 
 
Parties responsible for the field trip will determine whether or not the field trip will be cancelled 
or terminated early.   
 
If the emergency required reunification, those returning from a field trip will proceed directly to 
the reunification site where faculty and staff will reunify the students with their parents. 
 
 

Field Trip Site Emergency Response  
The primary objective is always the safety of Maeser faculty, staff, and students whether on 
campus or on a school approved activity off campus. Individuals who are at a field trip or 
competition location when an emergency occurs will follow site protocols to the best of their 
ability.   
 
If site protocols are unknown or unclear all field trip/activity faculty and staff will make the best 
decisions possible to protect the safety of the students and themselves. 
 
 
EVACUATION 
Faculty/staff 

 Quickly, orderly, and safely exit the facility  

 Move off property to a safe distance 

 Take roll, note: location, date and time. 

 Contact administration as early as is safe to do so. 

 Report incident, location, actions taken, and account for students 

 Quickly and safely reunify students with parents who are on site. 
 
Students 

 Follow the instructions of your teacher or coach 

 Exit the facility quickly, orderly, and safely 

 Move off property to a safe distance  

 Stay with your teacher until you can be reunited with your parents  
 
ACTIVE SHOOTER 
Follow “Avoid, Deny, Defend” protocol  
 
AVOID – Get away 

 Pay attention to your surroundings. 

 Have an exit plan. 

 Move away from the source of the threat as quickly as possible.  

 The more distance and barriers between you and the threat, the 
better.  
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DENY – Locks, Lights, Out of Sight 

 Keep distance between you and the source.  

 Create barriers to prevent or slow down a threat from getting to you.                     

 Lock door when possible 

 Turn off lights 

 Remain out of sight and silent by hiding behind large objects and turning off your phone. 
 
DEFEND – Fight for your life  

 If you cannot avoid the situation be prepared to defend yourself.  

 Be aggressive and committed to your actions. 

 Do not fight fairly.  THIS IS ABOUT SURVIVAL. 
 
CALL 911 when you are in a safe area. 
 
When Law Enforcement arrives, SHOW YOUR HANDS AND FOLLOW COMMANDS. 
 
 

Field Trip Response to In-transit Emergency 

Emergency at the  
 
Medical Emergency 
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Outdoor Event  

The primary objective is always the safety of Maeser faculty, staff, students and guests and an 
individual’s primary responsibility is their own safety. 
 
Faculty and staff who are involved in an emergency are to contact the administration as early 
as it is safely possible to do so.  Call 911 prior to the administration in the case of major 
emergencies. 
 
 

LOCKOUT 

 When notified by law enforcement of an incident in the surrounding 
community an announcement will be made and all individuals present 
will be instructed to move into school 

 Quickly, orderly and safely move into the building  

 Gather in the gym. 

 All exterior doors will be closed and locked. 

 Contact the administration. 

 Students will report to the supervising Maeser faculty or staff.   

 Students whose parents are in attendance may be released to their parent. 
 
 

LOCKDOWN 
In case of an active shooter, follow “Avoid, Deny, Defend” protocols. 

 AVOID – Get away as quickly as possible, moving in the opposite 
direction of threat.  

 DENY – Locks, Lights Out of Sight - If you can get into the 
school, lock or barricade yourself inside the building or a classroom. 
Turn off your phone, remain silent, and stay out of sight. 

 DEFEND – Fight for your life.  Be aggressive and committed to 
your actions. Do not fight fairly.  THIS IS ABOUT SURVIVAL. 

 
 

EVACUATION 
Faculty/staff 

 Quickly, orderly, and safely exit the facility  

 Move off property to a safe distance 

 Take roll, note: location, date and time. 

 Contact administration as early as is safe to do so. 

 Report incident, location, actions taken, and account for students 

 Quickly and safely reunify students with parents who are on site. 
 
Students 

 Follow the instructions of your teacher or coach 

 Exit the facility quickly, orderly, and safely 

 Move off property to a safe distance  

 Stay with your teacher until you can be reunited with your parents. 
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SHELTER 

 Supervising adult know the shelter protocols 

 Give instructions appropriate to the emergency 

 Make a note of all students in your care and any injuries 

 Contact administration when safe to do so 

 Reunify students with their parents when safe to do so 

 
 

Shelter Protocols 

Emergency  Action 

HazMat Seal your room 

Earthquake Drop, Cover, and Hold on 

Tornado Move to the hall 

Lightning Remain in the building 
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Event in Gym 

The primary objective is always the safety of Maeser faculty, staff, and students and their 
guests.  An individual’s safety primarily their own responsibility. 
 
Faculty and staff who are involved in an emergency are to contact the administration as early 
as it is safely possible to do so.  Call 911 prior to the administration in the case of major 
emergencies. 
 
 

LOCKOUT 

 When notified by law enforcement of an incident in the surrounding 
community an announcement will be made of the incident and the 
protocols that are in place. 

 All exterior doors will be closed and locked. 

 Administration will be notified by supervising adult.  

 Activity will proceed as normal with the exception of those wanting 
to enter or leave the school building. 

 
 
 

LOCKDOWN 
In case of an active shooter, follow “Avoid, Deny, Defend” protocols. 

 AVOID – Get away – move as quickly as possible in the opposite 
direction of threat.  

 DENY – Locks, Lights Out of Sight – If you can get into a 
classroom close and lock the door, turn off the lights, and stay out of 
sight.  If your phone is with you, turn it off and remain silent. 

 DEFEND – Fight for your life. – Be aggressive and committed to 
your actions. Do not fight fairly.  THIS IS ABOUT SURVIVAL. 

 
 
 

EVACUATION 
Faculty/staff 

 Quickly, orderly, and safely exit to the seminary parking lot  

 Supervising adult note all students who evacuated the building. 

 Contact administration as early as is safe to do so. 

 Quickly and safely reunify students with parents who are on site. 
 
 

Students 

 Follow the instructions of the supervising adult 

 Exit the facility quickly, orderly, and safely 

 Move off property to the seminary parking lot 

 Supervising adults until reunified with parent. 
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SHELTER 

 Supervising adult know the shelter protocols 

 Give instructions appropriate to the emergency 

 Make a note of all students in your care and any injuries 

 Contact administration when safe to do so 

 Reunify students with their parents when safe to do so 

 
 

Shelter Protocols 

Emergency  Action 

HazMat Seal your room 

Earthquake Drop, Cover, and Hold on 

Tornado Move to the hall 

Lightning Remain in the building 
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Event in Classroom  
The primary objective is always the safety of Maeser faculty, staff, and students and their 
guests.  An individual’s safety primarily their own responsibility. 
 
Faculty and staff who are involved in an emergency are to contact the administration as early 
as it is safely possible to do so.  Call 911 prior to the administration in the case of major 
emergencies. 
 
 

LOCKOUT 

 When notified by law enforcement of an incident in the surrounding 
community the lockout will be announced. 

 All exterior doors will be closed and locked. 

 The classroom door will be closed and locked. 

 Administration will be notified by supervising adult.  

 Activity will proceed as normal with the exception of those wanting 
to enter or leave the building. 

 
 
 

LOCKDOWN 
In case of an active shooter, follow “Avoid, Deny, Defend” protocols. 

 AVOID – Get away – move as quickly as possible in the opposite 
direction of threat.  

 DENY – Locks, Lights Out of Sight – Shut and lock the 
classroom door, turn off the lights, and stay out of sight.  Turn off your  
phone and remain silent. 

 DEFEND – Fight for your life. – Be aggressive and committed to 
your actions. Do not fight fairly.  THIS IS ABOUT SURVIVAL. 

 
 
 

EVACUATION 
Faculty/staff 

 Quickly, orderly, and safely exit to the seminary parking lot  

 Supervising adult note all students who evacuated the building. 

 Contact administration as early as is safe to do so. 

 Quickly and safely reunify students with parents who are on site. 
 
 

Students 

 Follow the instructions of the supervising adult 

 Exit the facility quickly, orderly, and safely 

 Move off property to the seminary parking lot 

 Supervising adults until reunified with parent. 
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SHELTER 

 Supervising adult know the shelter protocols 

 Give instructions appropriate to the emergency 

 Make a note of all students in your care and any injuries 

 Contact administration when safe to do so 

 Reunify students with their parents when safe to do so 

 
 

Shelter Protocols 

Emergency  Action 

HazMat Seal your room 

Earthquake Drop, Cover, and Hold on 

Tornado Move to the hall 

Lightning Remain in the building 
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Rental Emergency Procedure 

The primary objective is always the safety of Maeser faculty, staff, and students and their 

guests.  An individual’s safety primarily their own responsibility.   

 

In case of an emergency call 911 

 

When safe to do so contact Maeser Preparatory Academy representative to report emergency 

situation. 
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Recovery Procedures 
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Emotional and Psychological Recovery  
 

 

Care Teams 

 ASD Counseling services 

 

 

Memorial  

 Locations 

  Local park or church building 

 

 Involve local faith communities 
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Academic Recovery  
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Business Recovery  
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Physical Recovery  
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Incident Command Structure 
Roles and responsibilities: 

 Senior Executive – Principal/Director 

 Incident Commander - Sets the incident objectives, strategies, and priorities and has 
overall responsibility for the incident.  Works with PD, Fire commanders in a unified 
command to carry out goals and objectives of the EOP. 

 Command Staff 

o Public Information Officer - serves as the conduit for information to internal and 
external stakeholders, including the media or other organizations seeking 
information directly from the incident or event 

o Liaison Officer - serves as the primary contact for supporting agencies assigned 
to an incident  

o Safety Officer - monitors safety conditions and develops measures for assuring 
safety of all assigned personnel 

 Section Chiefs 

o Operations Section Chief (doing) - develops and manages the Operations 
Section to accomplish the incident objectives set by the Incident Commander. 
The Operations Section Chief is normally the person with the greatest technical 
and tactical expertise in dealing with the problem at hand. 

 Medical/First Aid 

 Search & Rescue 

 Reunification 

o Planning Section Chief (preparing) - gathers and analyzes information in 
preparation for emergencies. 

o Logistics Section Chief (getting) - provides the resources and services required 
to support incident activities and coordinates closely with the other members of 
the Command and General Staff. 

o Finance and Administration Section Chief (paying) - responsibilities include 
contract negotiation and monitoring, Timekeeping, cost analysis, and 
compensation for injury or damage to property. 

 

Note: Your school EOP may need to address how ICS areas will be assigned with limited staff, 

for example if an incident occurs when school is over for the day. 
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INCIDENT COMMAND 
Basic Command Structure 

 

Role Primary  Secondary Back-up 

Senior Executive 
Director/Dean of 

Students 
Robyn Ellis Jared Norris  

Incident Commander Dean of MS Students  Jared Norris Dustin Simmons  

    Safety Officer Incident Commander    

    Liaison Incident Commander    

Public Information 

Officer 
Data Manager Jennifer Myers Shannon Cannon  

Operations Chief Dean of HS Students Dustin Simmons   

   Facilities Division Facilities Manager Jake Groesbeck   

   Medical Division  Robyn Ellis   

   Search & Rescue  

   Division 
 Sandra Sorenson   

   Reunification Division  Darci Call Jessica Kemper  

Finance/Administration 

Chief 
Financial Manager Sam Urie Michelle Treadwell  

     Logistics Chief Business Office Asst. Michelle Treadwell Sam Urie  

Planning Chief  Darci Call   
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Fire 

 

When the fire alarm sounds faculty, staff, visitors, and students are to:  

 

STAY LOW and GO 
 

Students exit their classroom in a single file line crouching as low to the ground as 

possible while still walking to exit the building. 

 

If possible, cover their mouth and nose with shirt or another piece of cloth 

 

Faculty: 

Lead class to the nearest exit in a single file line 

After exiting the building, move to the seminary parking lot. 

Take roll noting date, time, visitors and missing students. 

Give roll to appropriate office staff. 

 

Students: 

Move to the nearest exit in a single file line 

After exiting the building, move to the seminary parking lot. 

Stay with your class 

Follow instructions. 
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  22 November 2019  

50 
 

Earthquake 

 

When you feel an earthquake faculty, staff, visitors, and students are to:  

 

Drop, Cover, and Hold on 
 

If you are in a room with a desk or a table: 

1. Drop: get on your knees  

2. Cover: Get under the table and use 1 hand/arm to shield your head and neck.  If 

there is no table, make yourself as small a target as possible and cover your 

head with your hands or arms. 

3. Hold on: securely hold the leg of the table with your free hand 

 

Once the shaking stops teachers need to direct their students to the nearest exit and 

move to the staging area in the seminary parking lot.   

 

If the shaking begins again, drop where you are and cover your head and neck with 

your hands or arms. 

 

Once you are outside move to the center of an open space.  Do your best to stay 

away from live wires trees and poles that may fall.  Do not approach downed power 

lines. 

 

If you are outside: 

1. Drop: get on your knees  

2. Cover: use your hands/arms to shield your head and neck.  Make yourself as 

small a target as possible. 

3. When the shaking stops move to the center of an open space if able to do so 

safely. 
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If you traveling: 

1. Stop the vehicle.   

2. Apply the emergency break if possible. 

3. Wait until the shaking stops.  

 

Avoid bridges.  Do not park on or under a bridge or over/under pass. 

If possible avoid poles or signs that could fall on you. 
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Bomb Threat 

 

When you hear the announcement:  

“There has been a bomb threat. Evacuate to the seminary parking lot. 

There has been a bomb threat. Evacuate to the seminary parking lot.” 

 

Take the emergency binder as you exit the classroom. 

Shut and lock the door behind the last person. 

Exit the building 

Evacuate to the Seminary building parking lot. 

Teachers take roll 
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Active Shooter  
 

Avoid 
If you are off campus, do not come back  

1. Can we mass text students? 

 
 

2. How do we notify students of a dangerous situation so they don’t return to campus? 

 

If you self-evacuate – 

 Get off and away from campus 

 Call your parent or guardian and self-reunify 

 When you get home, Parent/Guardian or student go to the safety tab on the Maeser website 

and fill out the form indicating that your student is safe and accounted for. 

 

Deny - Locks, Lights, Out of Sight 

1. Lock and shut your door 

2. Turn out the lights 

3. Cover the window 

4. Move to a place in the room where you will not be seen 

 

 

Defend - Prepare to defend yourself 

 When your life is threatened you have the right to defend yourself.   

 Defend yourself with whatever means you have available to you. 

 

Police-led Evacuation –  

All persons who are in lockdown will participate in a police-led evacuation prior to reunification. 

 Stay where you are until law enforcement clears the room. 

 Immediately follow instructions 

 Keep your hands where they can be seen 

  

from Jennifer Myers 
9:01 AM 06/06/2019 
to darci.call@maeserprep.org 
 
Nope. We ask for student cell numbers in the enrollment paperwork but almost all parents leave that 
blank and the rest actually tell us they refuse to give us that info.  
 
Even if we had it, our messaging system will only send to parents. Not sure if that’s due to FCC rules 
(SchoolMessenger stays right on top of those) or just courtesy. 
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Tabletop Exercise 
 

A tabletop exercise is a discussion-based activity in which a simulated scenario is presented and 

participants in the exercise respond as if the scenario were really happening. Tabletop scenarios are 

often based on actual incidents at the school or recent events in the news, particularly from 

neighboring communities or nearby States. 
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Drills 
 

Drills are operations-based exercises that usually test a single specific operation or function within a 

single entity. Conducted in a realistic environment, drills are often used to test new policies or 

equipment, practice current skills, or prepare for larger scale exercises. 
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Functional Exercises 
 

A functional exercise is the simulation of an emergency event that: 

 Involves various levels of school, school district, and emergency management personnel. 

 Involves trained personnel “acting out” their actual roles. 

 Evaluates both the internal capabilities and responses of the school, school district, and 

emergency management officials. 

 Evaluates the coordination activities between the school, school district, and emergency 

management personnel. 
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Full Scale Exercises 
 

A full-scale exercise is a multiagency, multijurisdictional, multidiscipline operations-based exercise 

involving functional (e.g., Joint Field Office, emergency operations center) and “boots on the ground” 

response (e.g., firefighters decontaminating mock victims). 

 

 


