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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, natural disasters, and manmade 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. 

Charter schools are considered districts in and of themselves. Therefore, even as just one school 
with just one building, we are required to have both District and Building Level Project SAVE School 
Safety Plans. This document is Neighborhood Charter School’s combined District-wide and 
Building-Level Project SAVE School Safety Plans, with the confidential details of the Building Level 
Plan included as a separate Appendix. 

Neighborhood Charter School, Harlem Charter School supports the SAVE Legislation and intends to 
engage in a robust planning process as soon as it is practicable. This planning process will include 
meetings with parents (schools with whom we share our building), local police, security, school 
faculty and staff, and students to request participation in creating the plan, and feedback in reviewing 
the final plan. All constituencies will have full access for input. 

Neighborhood Charter School Harlem Charter School’s Safety Plan was developed by the 
Neighborhood Charter School Harlem Charter School Safety Team (‘Building Response Team’) - 
which includes family, staff, local police, and building management. 

As we share space, Building-Level Safety Plans will be created in coordination with our shared 
space Safety Teams. 

Our goals in creating and implementing our School SAVE Safety Plan are: 

●  ​ To create an atmosphere and set of practices that prevent violence or unsafe 
conditions 
●  ​ To create/implement a plan that will minimize the effects of serious violent incidents 
and emergencies 
●  ​ To have an effective response plan for all predictable safety concern situations 
●  ​ To produce a document that can be used as the basis for informing and training all 
school constituencies in regard to keeping our school safe. 

Plans will be produced for the following (multi-hazard) situations: Fire, Intruder Alert, Bomb Scare, 
Medical Emergency, Gas Leak, Civil Disturbance, and will include plans for Rapid Dismissal. 
 
Key School Data: 



●  ​ Neighborhood Charter School Harlem opened in the August 2012 
●  ​ Neighborhood Charter School Harlem currently has 628 students in K-8 grades and 
108 staff 
●  ​ At full scale, we will be equivalent to grades K-8 with _ students and _ staff 
●  ​ Address: 691 St. Nicholas Ave. NY, NY 10030 
●  ​ Phone number: 646-701-7117 
●  ​ School Heads: Chuck Jones 
●  ​ Student Transportation – Via Subway, city bus, and OPT 

 
 

SECTION I:    Emergency Phone Numbers and Addresses 
 
NYPD – 30th Precinct                                                            ​                         911 
 451 W 151st Street New York, NY 10031                                                          (212) 690-8815 
 
Engine 69/Ladder 28/Battalion 16​ ​ ​ ​ ​             911 
248 W 143rd St, New York, NY 10030​ ​ ​ ​                           (718) 583-7964 
 
Harlem Hospital​ ​ ​ ​                                                     911 
Medical Emergencies                                                            ​                         (844) 692-4692 
506 Lenox Ave, New York, NY 10037 

      
Poison Control Center                                                           ​ ​ ​ 911 
Poison Emergencies                                                  ​             ​​ ​  (800) 222-1222 
455 1st Avenue #123, New York, NY 10016    
(Between E26th St and E27thSt)            
  
Department of Environmental Protection                                 ​ ​ ​ 311 
Water, Sewage & Environmental Emergencies                        ​ ​ ​ (212) 442-1904 
100 Church Street #10, New York, NY 10007                                                                 
(Between Park Pl and Barclay St) 
  
Con Edison                                                                           ​ ​ ​ 311 
Gas, Steam & Electrical Emergencies                                    ​ ​ (800) 752-6633 
1615 Bronxdale Ave                                                                  
Bronx, NY 10462                                                                       
(Between Van Nest Ave and E. Tremont Ave) 
 
SECTION 2:   GENERAL CONSIDERATIONS AND PLANNING GUIDELINES 

A.​ Purpose 
Neighborhood Charter School Harlem Charter School’s School Safety (SAVE) Plan has been 
developed pursuant to Commissioner’s Regulation 155.17. At the direction of the Board of 
Directors of Neighborhood Charter School Harlem Charter School (the ‘Board’), a 
Neighborhood Charter School Harlem Charter School’s Building Response Team was created 
and charged with the development and maintenance of a Neighborhood Charter School 

https://www.google.com/search?q=nypd+40th+precinct&oq=nypd+40th+&gs_lcrp=EgZjaHJvbWUqBwgAEAAYgAQyBwgAEAAYgAQyBggBEEUYOTIICAIQABgWGB4yCAgDEAAYFhgeMggIBBAAGBYYHjIICAUQABgWGB4yDQgGEAAYhgMYgAQYigUyDQgHEAAYhgMYgAQYigUyDQgIEAAYhgMYgAQYigUyDQgJEAAYhgMYgAQYigXSAQk1MDU3ajBqMTWoAgiwAgHxBdtlxLLnAiJm&sourceid=chrome&ie=UTF-8#


Harlem Charter School’s (‘Plan’). This Plan includes input from parents, students, staff and 
school safety, and other personnel. 

The Plan was developed by the Building Response Team through a series of meetings 
attended by constituencies outlined above, following Safety Plan guidelines distributed by 
NYSED. The Safety Team will review emergency response plans with security professionals 
and consult with other schools with high-quality SAVE plans to ensure feasibility and 
thoroughness. 

Our goal in creating this plan is to ensure the maximum safety of all students and staff at our 
school through careful and well-thought-through planning. We will conduct table-top and 
actual drills of the included plans to facilitate organized and effective use of these plans in 
the case of an actual emergency. 

B.​ Building Response Team 

Neighborhood Charter School Harlem Charter School’s Building Response Team is comprised of, but 
not limited to, a BRT Leader and at least five additional staff volunteers who form the building’s core 
emergency response group. This school’s Building Response Team includes: 

 

 

Title Name BRT Role Telephone 

Director of Operations Derrica Newman BRT Leader 646-701-7117 

Principal Chuck Jones Recorder 646-701-7117 

Director of Operations Derrica Newman Assembly Point 
Coordinator 

646-701-7117 

Assistant Principal of 
Culture 

Jasmine Keitt After-School 
Emergency Officer 

646-701-7117 

Assistant Principal of 
Culture 

Jasmine Keitt After-School Incident 
Assessor 

646-701-7117 

Assistant Director of 
Operations 

Juana Calderon Recorder 646-701-7117 

Assistant Dean of 
Culture 

Alex Lewis BRT Member 646-701-7117 

  

After School Building Response Team - NCS 
  

Title Name BRT Role Contact 
Number 



Director of Operations Derrica Newman Director of Operations/ 
BRT member  

  

Assistant Principal of 
Culture 

Jasmine Keitt After- school supervisor/ 
BRT Member  

  

After School Coordinator  Sean Edwards [After-School Emergency 
Officer] 

  

[Charter School 
Personnel] 

Johneice Erby [After-School Emergency 
Officer] 

  

[Charter School 
Personnel] 

Alex Lewis [After-School Emergency 
Officer] 

  

 
SECTION III: RISK REDUCTION/ INTERVENTION STRATEGIES 

  
A.​ Prevention/Intervention Strategies 
  
Neighborhood Charter School Harlem Charter School believes strongly in the wisdom of 
implementing violence prevention and intervention protocols as a primary means of ensuring 
student/school safety. These protocols take the form of Prevention Programs, Building 
Personnel Training, Drills/Exercises/ Student Training, School Security Policies and 
Protocols, Coordination with Local Emergency Officials, and Maintenance of Educational 
Agency contact information as per the below: 
 

Prevention Programs 
NCSB believes strongly in the wisdom of implementing violence prevention and intervention protocols as 
a primary means of ensuring student/school safety. These protocols take the form of Program Initiatives, 
Training/Drills/Exercises, School Security Policies and Procedures, and Maintenance of Educational 
Agency contact information as per the below: 

NCSB will also create a positive, safe learning environment for students by implementing a community 
service program and by creating school schedules that minimize the potential for conflicts or altercations. 
 

Drills/Exercises/Student Training 
 
●  The Building Response Team will conduct ‘table top’ exercises – playing through the execution of each of our 
multi-hazard plans using an actual school and neighborhood layout diagram. 
●  ​ The School will review all emergency response plans with students within the first 2 weeks of school, to 
ensure all students understand expectations for their actions/behavior and that of the entire school community. 
●  ​ The School will conduct mandated actual safety drills that test components of the School Safety Plan. 
These drills will be conducted in coordination with local emergency response and preparedness officials, as 
follows: The School will schedule the dates and times of drills with local officials; Just before a drill, the School will 
contact local officials to announce the drill is about to start. 
●  ​ When conducting a drill, the school will ALWAYS announce that it is a DRILL and NOT AN 
EMERGENCY. Using consistent language to ensure students and staff know we are conducting a drill, 



such as “This is a drill, not an actual emergency. This is a drill. We are now practicing how to Lockdown 
(or evacuate). This is a drill.”  
●  ​ Drills will be conducted in a trauma-informed manner, leaving time after the drill to debrief with 
students and to answer questions. 
●  ​ Parents will be notified of safety protocols and drills through an annual letter sent home. 
●  ​ The tentative schedule for School Safety Drills is: 

  

Number Date Type 

#1 9/18/2026 Lockdown Drill 

#2 9/25/2026 Fire Drill 

# 3 9/29/2026 Bus Drill  

#4 10/1/2026 Fire Drill 

#4 10/9/2026 Fire Drill 

#5 10/15/2026 Fire  Drill 

#6 10/21/2026 Lockdown Drill 

#7 11/5/2026 Fire Drill 

#8 11/17/2026 Fire Drill 

#9 11/24/2026 Fire Drill 

#10 12/2/2026 Lockdown Drill 

#10 12/10/2026 Bus Drill  

#11 3/5/2027 Fire Drill 

#12 3/12/2027 Lockdown Drill 

 
Implementation of School Security Policies and Protocols 

Building Security roles at Neighborhood Charter School Harlem are expected to be as follows: 

●  ​ School Security: 1 dedicated staff, located as follows: 
–  ​ At the start and end of the school day, there will be 1 security guard at the front 
door 

●  ​ Hall monitors: Faculty and Administration will monitor hallways before and after school, 
and during class change times. 

  
Other School safety protocols include: 

●  ​ Only the front door of the school (Elementary/Middle) will be open at the start of the day. 



●  ​ All school visitors will be required to show identification upon entering the building and to 
wear a school name tag while in the school. As appropriate, visitors will be escorted to 
classrooms. 
●  ​ There will be a security audit conducted within the first 2 months of the school year. 
●  ​ The Director of Operations and the BRT team will be provided with walkie-talkies to use 
in the event of an emergency drill or actual occurrence to ensure a means of communication. 

Coordination with Emergency Officials 

The Director of Operations (Building Response Team Lead) will contact local emergency officials to 
review Emergency procedures, to verify contact protocols and information, and to coordinate their 
involvement in School Safety drills. 
Maintenance of Vital Education Agency Information 

  
An updated School Staff contact list (with cell phone numbers) will be maintained by the Director of 
Operations and placed within the School's “Emergency/Safety Binder. This binder will also contain: a list 
of all local emergency contact names and numbers (police, fire, hospital, Board Members, local officials), 
Emergency Contact Information for all school staff, and a sheet with the demographics of the school 
(number of students, number of staff, organization chart for the school). Next to that binder will be a 
‘Student Emergency Contact Binder’ with Emergency Contact sheets for each student. 

  
Hazard Identification 

Through a walk-through and in consultation with local police and Building Management, as part of 
developing the School Safety Plan, the School Safety Team identified the following potential emergency 
sites and situations: 

 

Potential Emergency Site Related Potential 
Emergency 

Situation 

Risk Reduction Plan 

School Building – Gym Student Confrontation / 
Intruder Alert 

Have stairwells and other 
isolated areas monitored during 
transitions. 

Cafeteria Student confrontation Always have 2-5 staff members 
within the cafeteria while 
Students are there. 

Bus Release Time Student confrontation / 
Intruder / lost child 

Ensure that enough staff are 
monitoring children who use 
busing. 

 
SECTION IV: RESPONSE 



A.​ Assignment of Responsibilities 

The chain of command at Neighborhood Charter School Harlem in the case of emergencies is as follows: 

1.​ Principal 
2.​ Director of Operations 
3.​ Chief of Staff 

  
B.​ Continuation of Operations 

●  In the event of an emergency, the Principal or his/her designee will serve as Incident 
Commander. The School Incident Commander may be replaced by a member of the local 
emergency response team. 
●  A relinquishing command, the Principal 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. 

 

A. Notification and Activation (Internal and External Communications) 

In the event of an emergency, the following internal and external communications systems will be utilized 
as makes most sense at the time: 

●  ​ Building Intercom 
●  ​ School Phone system 
●  ​ Cell Phones of the Building Response Team and staff 
●  ​ Walkie-Talkies (supplied to Building Response Team members) 
●  ​ Bull Horns 
●  ​ Whistles 
●  ​ Email 
●  ​ Text messaging 
●  ​ Local media 

 

Standard notification protocol will be for: 

●  ​ Notification of an incident or hazard development to the Principal as soon as possible 
following its detection 
●  ​ In the event of an emergency, the Principal (Building Management) will notify all building 
occupants to take appropriate protective action 

Also, upon the occurrence of a violent incident, the Principal will contact the appropriate local law 
enforcement officials. A list of local law enforcement officials and contact information will be maintained in 
the School's “Emergency/Safety Binder in the Main Office. The Principal will also have a soft copy of this 
document on file and a hard copy in their office. 

In the event of a disaster or violent act, as necessary, the Principal will also notify Network Leadership 
and the Board of Directors via phone, and all staff via walking to classrooms if immediate communication 
is required, or via conducting an emergency staff meeting if the situation does not require immediate 
communication. 



As necessary, the School will notify parents of a violent incident or early dismissal through use of the 
ParentSquare or One Call System/or email/ and/or an Advisory phone chain (faculty member calls all 
parents within their Advisory). Parent contact information will be maintained on Student Emergency 
Contact forms and with a school-wide email group. The ParentSquare System will also be maintained 
with current family/parent/guardian contact information. 

Families will be instructed in the Student Parent Handbook as to where to find up-to-date information and 
contact numbers for the school in the event of any emergency situation. 

An updated School Staff contact list (with cell phone numbers) will be maintained by the Director of 
Operations and placed within the School's “Emergency/Safety Binder. This binder will also contain: a list 
of all local emergency contact names and numbers (police, fire, hospital, Board Members, local officials), 
Emergency Contact Information for all school staff, and a sheet with the demographics of the school 
(number of students, number of staff, organization chart for the school). Next to that binder will be a 
‘Student Emergency Contact Binder’ with Emergency Contact sheets for each student. 

A.​ Situational responses 

Detailed procedures for the following are outlined in the separate Building Level Response Plan 
document. 

Emergency Situation Response 

Fire Evacuation 

Intruder in Building Lock-down 

Medical Emergency Code Blue 

Threat of Violence The Principal and Director of Operations will be notified immediately 
of all implied or direct threats. The level of threat will be determined 
based on the gathered information. The Director of Operations will 
contact local law enforcement officials if necessary. The situation will 
be monitored closely until the threat passes or local law enforcement 
officials take control. 

Explosive/ Bomb Threat Evacuation 

Earthquake Lockdown or evacuation as deemed necessary 

Hostage Lockdown or evacuation as deemed necessary 

Kidnapping Contact local law enforcement and NYPD Community Affairs  with 
any information at 718-402-2270 

 

Civil Disturbance Soft lock-down 

School Bus Accident Contact Emergency Personnel 



Gas Leak Evacuation 

Hazardous Material Evacuation 

Biological Threat Evacuation 

Radiological Threat Evacuation 

Epidemic Evacuation 

  

The school will also provide violence de-escalation and early warning sign identification training to all 
staff within the first month of school. 

B.​      Response to Acts of Violence 

The plan below is in keeping with the School’s Zero Tolerance Policy for School Violence. In the event 
of actual violence by any member of the school community or person on school grounds, the School 
will follow the procedure below: 

●  ​ Injured parties will be taken care of 
●  ​ Offending individual will be contained 
●  ​ An investigation of the incident will begin 
●  ​ Academic Dean, in consultation with the Principal, will determine the level of threat 
●  ​ As required: 

–  ​ The immediate area of the act will be isolated and/or evacuated 
–  ​ Lockdown procedures will be activated 
–  ​ Local law enforcement agencies will be notified 

●  ​ Situation will be monitored and response adjusted as necessary 
●  ​ As necessary 

–  ​ Initiate early dismissal 
–  ​ Initiate shelter or evacuation procedures 
  

Protective Action Options 

Situation Plan 

School Cancellation 

  

●  Monitor the situation that may warrant school 
cancellation (Principal) 
●  Make cancellation determination 
●  Inform Families/Students 
●  Inform Staff 
●  Inform Board 
●  As necessary, inform other parties (e.g., shared 
school) 



Early Dismissal 

  

●  Monitor the situation that may warrant early dismissal 
(Principal) 
●  Make early dismissal determination 
●  Agree time to send the early dismissal signal 
(intercom) 
●  Contact Transportation providers and make required 
arrangements 
●  Inform Families/Students 
●  Inform Staff 
●  Retain appropriate school personnel on site until all 
students have been returned home/picked up 

Evacuation (before, during, 
and after school hours) 

●  Determine the level of threat 
●  Contact Transportation providers and provisionally 
make required arrangements 
●  Clear all evacuation routes and sites 
●  Evacuate staff and students to the pre-arranged 
evacuation site 
●  Account for all students and staff populations. Report 
any missing persons to the Principal 
●  Make a determination regarding early dismissal 
●  If dismissed early, contact families/transportation 
providers for pickup 
●  Ensure adult/continued school supervision/security 
●  Retain appropriate school personnel on site until all 
students have been returned home/picked up 

Movement to Sheltering 
Sites 

●  Determine the level of threat 
●  Confirm sheltering location, depending on the nature 
of the incident 
●  Evacuate staff and students to the pre-arranged 
sheltering site 
●  Account for all students and staff populations. Report 
any missing persons to the Principal 
●  Make a determination regarding early dismissal 
●  If dismissed early, contact families/transportation 
providers for pickup 
●  Ensure adult/continued school supervision/security 
●  Retain appropriate school personnel on site until all 
students have been returned home/picked up 

  

All of the above will be done in cooperation with local emergency responders. 

For all Situations: 

●  ​ Parents - The Principal will determine if and when parents need to be informed and will 
do the informing. This will be done in consultation with the CMO and the Leadership Team. 
●  ​ Media –The Principal will determine if and when the media needs to be informed and will 
do the informing. This will be done in consultation with the Board and CMO. 



●  ​ The Building Response Team will convene within 48 hours of an event to conduct a 
Situation Debrief/Post Mortem. The Debrief process will include soliciting input from other 
school constituencies as follows: Principal asks for feedback from faculty and students (as 
appropriate), Principal asks for feedback from other school constituencies (staff, security 
staff, etc.). The results of this Debrief will inform future plan updates. 

 ​ Arrangements for Obtaining Emergency Assistance from Local Government 

As necessary, the Principal will request assistance from emergency services organizations and local 
government agencies. Contact names and numbers will be maintained in the School Emergency/ 
Safety Plan Binder. Soft and hard copies of this contact information will be maintained by the Principal 
and Director of Operations in their offices. 

A record will be maintained of all Local Government Emergency Assistance requests and responses. 

Procedures for Obtaining Advice and Assistance from Local Government Officials 

As necessary, the Principal will request advice and assistance from local government officials 
(borough and city) and agencies such as the Red Cross. Contact names and numbers for all relevant 
local government officials and agencies, and the Red Cross, will be maintained in the School 
Emergency/Safety Plan Binder. Soft and hard copies of this contact information will be maintained by 
the Principal and Director of Operations in their offices. 

A record will be maintained of all Local Government Officials and Agencies' requests and responses. 

Procedures for receiving State-declared Emergency Notification 

Capital Preparatory Harlem Charter School receives notification from NY-Alert.  Safety Team 
members will receive alerts on their cellphones via text messaging and email. This service contains 
critical emergency-related information, including instructions and recommended protective actions 
developed in real-time by emergency service personnel. The information provided will include severe 
weather warnings, significant highway closures, hazardous materials spills, and many other 
emergency conditions. Information regarding response actions being taken by local and state 
agencies and protective actions will be provided. ​
​
Service Provider: 
NY-Alert​
New York State Office of Emergency Management​
1220 Washington Avenue​
Building 22, Suite 101​
Albany, NY 12226-2251​
​
 
School (District) Resources Available for Use in an Emergency 

The following school resources are available in case of an emergency: 

●  ​ Cell Phone                  
●  ​ ToolBox 
●  ​ First Aid Kit 
●  ​ Flashlight 



●  ​ Emergency Go Kits (3) 
●  ​ Moving Carts 
  

Procedures to Coordinate the Use of School District Resources and Manpower during 
Emergencies 

The Principal is authorized to make decisions regarding the staff members assigned to provide 
assistance during emergencies. S/He shall also coordinate the use of school district resources and 
manpower during emergencies along with the Core Safety Team. 
  
Security of Crime Scene 

The Principal or designee is responsible for crime scene security and crime-related evidence until 
relieved by law enforcement officials. No item shall be removed, cleaned, or altered without prior 
approval from the appropriate law enforcement agency. 

Nothing in this section should be interpreted to preclude the rescue and aid of injured persons. 

 

 Procedure: Extreme Heat Response Protocol 

Effective Date: September 1, 2025 

​
Purpose: To ensure the safety and well-being of scholars, staff, and visitors by establishing clear policies 
and procedures for managing indoor temperature conditions in accordance with the new Maximum 
Temperature Law (effective September 1, 2025). This protocol supplements the school’s existing SAVE 
plan, addressing extreme heat conditions as a facility-related emergency. 

Scope 

This procedure applies to Neighborhood Charter School Harlem, excluding kitchens used for food 
preparation, where separate temperature management protocols apply. 

Definitions 

●   ​ Maximum Temperature Threshold: 88°F, at which evacuation of scholars and staff is 
required. 
●   ​ Heat Relief Threshold: 82°F, at which proactive measures must be taken to mitigate 
heat-related discomfort. 
●   ​ Temperature Measurement Location: A shaded area, three feet above the floor, near 
the center of the room, using a calibrated thermometer. 
  

Responsibilities 

●   ​ Facilities Director: Oversees implementation, ensures temperature monitoring 
equipment is available, and coordinates with building administrators on training and compliance. 
●   ​ Building Administrators: Execute this procedure, report temperature exceedances, and 
communicate actions to staff, scholars, and parents. 
●   ​ Custodial Staff: Assist in temperature monitoring, adjust building systems (e.g., fans, 
shades), and support evacuation logistics. 



●   ​ Illuminators /Staff: Implement classroom-level heat relief actions and follow evacuation 
directives. 
  

Procedure 

1.​ Temperature Monitoring 

o   ​ Each school shall designate at least two staff members (e.g., custodians, 
administrative aides) to monitor indoor temperatures daily during operational hours, using 
calibrated thermometers. 
o   ​ Measurements shall be taken in representative occupied spaces (e.g., 
classrooms, gymnasiums, libraries) at a shaded location, three feet above the floor, near 
the center of the room. 
o   ​ Monitoring frequency increases to every 30 minutes when outdoor temperatures 
exceed 80°F or HVAC systems report malfunctions. 
o   ​ Readings shall be logged in a centralized record (e.g., Facilities Logbook or 
digital system) for compliance documentation. 
  

2.​ Heat Relief Actions (Indoor Temperature Reaches 82°F) 

o   ​ When any monitored space reaches 82°F, staff shall immediately implement the 
following, as applicable: 

▪    ​ Turn off overhead lights to reduce heat output. 
▪    ​ Lower shades or blinds to block solar gain. 
▪    ​ Activate portable or installed fans to improve air circulation. 
▪    ​ Open classroom doors and windows (if safe and outdoor conditions 
permit) to enhance ventilation. 
▪    ​ Shut down unused heat-producing electronics (e.g., projectors, 
computers). 
▪    ​ Provide water breaks, ensuring access to potable water (e.g., water 
stations, bottled water). 

o   ​ Building administrators shall notify the Facilities Director of sustained 
temperatures at or above 82°F for HVAC assessment. 
o   ​ Teachers shall report student or staff discomfort to administration for additional 
support (e.g., relocation to cooler areas like cafeterias or shaded outdoor spaces, if 
available). 
  

3.​ Evacuation Protocol (Indoor Temperature Reaches 88°F) 

o   ​ If any occupied space reaches 88°F (excluding kitchens used for food 
preparation): 

▪    ​ Building administrators shall initiate an immediate evacuation of scholars 
and staff from affected buildings/facilities. 
▪    ​ Evacuation shall follow the school’s existing Emergency Evacuation 
Plan, with designated assembly points in shaded, outdoor areas or alternate 
cooled facilities (e.g., district office, nearby school). 
▪    ​ Custodial staff shall secure the building (e.g., lock doors, shut off 
non-essential systems) post-evacuation. 



o   ​ Administrators shall notify parents/guardians via the school’s emergency 
communication system (e.g., robocall, text alert) and coordinate early dismissal or 
relocation as needed. 
o   ​ The Facilities Director shall be informed immediately to deploy maintenance 
teams for HVAC repair or mitigation. 
o   ​ Re-entry is prohibited until temperatures drop below 88°F and are verified safe 
by Facilities staff. 
  
  

4.​ Training and Preparedness 

o   ​ Annual training shall be conducted before September 1, covering this procedure, 
temperature monitoring, and heat relief actions, integrated into SAVE plan drills. 
o   ​ Staff shall receive laminated quick-reference cards outlining steps for 82°F and 
88°F thresholds. 
o   ​ Facilities shall maintain a stockpile of portable fans, water supplies, and backup 
thermometers, inspected quarterly. 
  

5.​ Maintenance and Mitigation 

o   ​ HVAC systems shall undergo pre-summer inspections (by May 15 annually) to 
ensure capacity for extreme heat. 
o   ​ The Facilities Director shall develop a contingency plan for HVAC failures, 
including rental of portable cooling units, by July 1, 2025. 
o   ​ Post-incident reviews shall assess response effectiveness and update this 
procedure as needed. 
  

Compliance 

●   ​ This protocol shall be added to each school’s building-level SAVE plan by September 1, 
2025, per state requirements. 
●   ​ Temperature logs and incident reports shall be submitted to the Facilities Director 
monthly during warm seasons (May–October) for potential compliance audits. 
  

Communication 

●   ​ Families and staff shall receive an overview of this procedure via the school handbook 
and back-to-school messaging by August 15, 2025. 
●   ​ Signage shall be posted in each building summarizing heat relief and evacuation steps. 

  
  

Emergency Remote Instruction Plan 

Should an event (for example, a confirmed case of COVID-19 among staff or students or a surge in 
confirmed cases in the community) compel Neighborhood Charter Schools to consider a change in its 
current operating format (full-open or hybrid), the Executive Director will first notify the NYSED  for 
consultation.  
  
If the parties agree that a change in the current operating status is necessary, the following 
communications protocol will take place: 



  
1.   ​ The Executive Director or Chief of Staff will communicate with the Board Chairman and notify them 

of the change in operating status.  The Board Chairman will communicate the status change to the 
rest of the board members. 

2.   ​ The Executive Director will communicate the change in status to the rest of the members of the 
CMO. 

3.   ​ The Chief of Staff will communicate the change in status to the Senior Director of Network 
Operations, who will create communications for the school Principals and DOOs to send to staff and 
families via Parent Square and the Website. 

4.   ​ Principals will forward the message to staff and families and will immediately contact their Director of 
Operations and Deans to meet and discuss the change status protocol specific to the model being 
moved to.  These protocols include: 

1.   ​ Mobilizing staff to contact families and alert them to the change, as well as the schedule being 
moved to (on the website) 

2.   ​ Making sure that teachers are all prepared for the change to begin the following day 
3.   ​ Having an emergency meeting to check in and remind staff about attendance and notification 

practices 
4.   ​ Update website, parent square, and social media 
  
Note: All efforts to make sure that students and families have access to computers and wi-fi service will 
be made throughout the start of school so that, in the event of a change in operating status, students will 
be able to make the change without missing any days of instruction.  
  
Additionally, Neighborhood Charter Schools will instruct families on the models and schedules that could 
be implemented due to changes in the current health status of the state/community.  
  
These efforts include but are not limited to: 
  
1.   ​ Computers are distributed to each student with chargers 
2.   ​ School administrators learn which families do not have access to wifi and partner with them in 

creating solutions.  This will be done by survey and again through teachers (during the required 
initial bi-weekly call to families) 

3.   ​ Master schedules are created that contain assigned Zoom links for each teacher and are posted on 
the website. The master schedule will identify the time frames during which grade-level students 
participate in class. Special education instruction or related services (e.g., speech, counseling) will 
be scheduled within the same virtual environment, with 100% of the school day spent in 
synchronous learning. 

4.   ​ Continuous communication with parents and families prior to the start of school and early in the year 
in the form of webinars, podcasts, Zoom meetings, and open houses 

5.   ​ PD provided to staff to prepare for  Zoom instruction that includes special education Illuminators and 
related service providers to align with the expectations and delivery methods of instruction 

Pre-planning with the Directors of Curriculum to provide appropriate distance learning lesson plans and 
instructional materials that include accommodations and modifications for students with IEPs that will be 
tracked and documented, progress will be monitored remotely, and special education staff will collaborate 
with general education staff and families. 
 

SECTION V:   RECOVERY 



Neighborhood Charter School Harlem’s Recovery (Post Incident Responses) will include, but not be 
limited to: 

Short Term: 

●  ​ Mental health counseling for staff and students 
●  ​ Building security 
●  ​ Facility Restoration 
●  ​ Post Incident Critique 

After the recovery stage of any incident, the Neighborhood Charter School Harlem Building Response 
Team will conduct an internal post-mortem that will include re-evaluations of violence prevention and 
school safety activities as appropriate to improve our plan. Updates to the Safety Plan will be made as 
appropriate. 

Long Term 

●  ​ Mental health counseling for staff and students 
●  ​ Building security 
●  ​ Mitigation actions, as appropriate, to reduce the likelihood of repeat occurrence and 
impact if a similar incident does occur again. 

Note that the Neighborhood Charter School Harlem Building Response Team has coordinated with 
statewide plans for disaster mental health services to ensure that the School has access to federal, state, 
and local mental health resources in the event of a violent incident. 

After the recovery stage of any incident, the Neighborhood Charter School Harlem Building Response 
Team will conduct an internal post-mortem that will include re-evaluations of violence prevention and 
school safety activities as appropriate to improve our plan. Updates to the Safety Plan will be made as 
appropriate. 

Responses to Implied or Direct Threats of Acts of Violence 

All of the below plans are in keeping with the School’s Zero Tolerance Policy for School Violence. 

Source of Threat Plan 

Student ●  ​ Implement de-escalation procedures (remove student 
from situation, have Team Leader discuss incident and causes 
for incident with student) 
●  ​ Determine level of threat (Critical, High, Medium, Low) 
●  ​ Inform Principal 
●  ​ As necessary, contact parent/guardian, police, and/or 
hospital, and Building Management 
●  ​ As necessary, inform staff 
●  ​ Monitor the situation to ensure resolved 
●  ​ If necessary, implement the Emergency Response 
Plan 



Staff ●  ​ Implement de-escalation procedures (remove staff 
from the situation) 
●  ​ Determine level of threat (Critical, High, Medium, Low) 
●  ​ Inform Principal 
●  ​ As necessary, contact police/or hospital, and Building 
Management 
●  ​ As necessary, inform staff 
●  ​ Monitor the situation to ensure resolved 
●  ​ If necessary, implement the Emergency Response 
Plan 

Visitor ●  ​ Implement de-escalation procedures (remove the 
visitor from the situation) 
●  ​ Determine level of threat (Critical, High, Medium, Low) 
●  ​ Inform Principal 
●  ​ As necessary, contact police/or hospital, and Building 
Management 
●  ​ As necessary, inform staff 
●  ​ Monitor the situation to ensure resolved 
●  ​ If necessary, implement the Emergency Response 
Plan 

  

The school will also provide violence de-escalation and early warning sign identification training to all 
staff within the first month of school. 

  Response to Acts of Violence 

The plan below is in keeping with the School’s Zero Tolerance Policy for School Violence. In the event 
of actual violence by any member of the school community or person on school grounds, the School 
will follow the procedure below: 

●  ​ Injured parties will be taken care of 
●  ​ Offending individual will be contained 
●  ​ The Principal will determine the level of threat 
●  ​ As required: 

–  ​ The immediate area of the act will be isolated and/or evacuated 
–  ​ Lockdown procedures will be activated 
–  ​ Local law enforcement agencies will be notified 

●  ​ Situation will be monitored and response adjusted as necessary 
●  ​ As necessary 

–  ​ Initiate early dismissal 
–  ​ Initiate shelter or evacuation procedures 

   

Protective Action Options 

Situation Plan 



School Cancellation 

  

●  ​ Monitor the situation that may warrant school 
cancellation (Principal) 
●  ​ Make cancellation determination 
●  ​ Inform Families/Students 
●  ​ Inform Staff 
●  ​ Inform Board 
●  ​ Inform Building Management 
●  ​ As necessary, inform other parties (e.g., 
shared school) 

Early Dismissal 

  

●  ​ Monitor the situation that may warrant early 
dismissal (Principal) 
●  ​ Make early dismissal determination 
●  ​ Agree time to send the early dismissal signal 
(intercom) 
●  ​ Contact Transportation providers and make 
required arrangements 
●  ​ Inform Families/Students 
●  ​ Inform Staff 
●  ​ Inform Building Management 
●  ​ Retain appropriate school personnel on site 
until all students have been returned home/picked up 

Evacuation (before, during 
and after school hours) 

●  ​ Determine the level of threat 
●  ​ Contact Transportation providers and 
provisionally make required arrangements 
●  ​ Clear all evacuation routes and sites 
●  ​ Evacuate staff and students to the 
pre-arranged evacuation site 
●  ​ Account for all students and staff populations. 
Report any missing persons to the Principal 
●  ​ Make a determination regarding early 
dismissal 
●  ​ If dismissed early, contact 
families/transportation providers for pickup 
●  ​ Inform Building Management 
●  ​ Ensure adult/continued school 
supervision/security 
●  ​ Retain appropriate school personnel on site 
until all students have been returned home/picked up 



Movement to Sheltering Sites ●  ​ Determine the level of threat 
●  ​ Confirm sheltering location, depending on the 
nature of the incident 
●  ​ Evacuate staff and students to the 
pre-arranged sheltering site 
●  ​ Account for all students and staff populations. 
Report any missing persons to the Principal 
●  ​ Make a determination regarding early 
dismissal 
●  ​ If dismissed early, contact 
families/transportation providers for pickup 
●  ​ Inform Building Management 
●  ​ Ensure adult/continued school 
supervision/security 
●  ​ Retain appropriate school personnel on site 
until all students have been returned home/picked up 

 

 APPENDICES 

Appendix 1: School Buildings covered by this District-Wide/ Building-Level School Safety (SAVE) 
Plan 

School #1 Name Neighborhood Charter School Harlem 

Address 691 St. Nicholas Ave. NY, NY 10030 

Contact Name Chuck Jones 

Contact Title Principal 

Contact Phone # 336-328-7140 

Contact Email cjones@ncschools.org 

  

Appendix 2: Situational Response Detailed 

Emergency Situation Response 



Fire- 

Implement Evacuation 

●  ​ Sound a fire alarm 
●  ​ Teacher escorts current class to agreed-upon meeting 
location (see diagram below). Students stay with teachers. 
●  ​ Principal, DOO, and Safety Team Leaders communicate via 
2-Way Radio. 
●  ​ Inform Building Management 
●  ​ Office Manager or Office Manager – Pick up Emergency Bag 
(with Student Emergency Contact Binder, School Safety Plan 
binder) 
●  ​ ‘Sweep’ staff ensure the building is empty 
●  ​ Meet at designated locations & report any injuries, problems, 
or missing students to the Director of Operations. 
●  ​ Principal confirms “All Clear” 
●  ​ Return to school 

Intruder in Building- 
Implement Hard Lockdown 

●  ​ Over the intercom, Office Manager or Office Manager 
announces, “Attention: We are now in Hard Lockdown. Take 
proper Action.” 
●  ​ Students move out of sight and maintain silence. 
●  ​ Teachers lock classroom doors (and move students away 
from the window as required) 
●  ​ Principal/Director of Operations contacts local police and 
Building Management 
●  ​ Once “All Clear” has been determined by Floor Captains & 
Teachers, “The Lockdown has been lifted” is announced over the 
Intercom System. 



Medical Emergency- Code 
Blue 

●  ​ Announce a “Code Blue” for students. 
●  ​ Tend to the injured party as follows: 
●  ​ Quickly assess the situation. Make sure the situation is safe 
for you to approach. 
●  ​ Immediately notify the Principal or designee. 
●  ​ Call or have someone call 911. 
●  ​ Inform Building Management 
●  ​ Dispatch the nurse or first aid/CPR-trained employee to the 
victim if available. 
●  ​ Administer appropriate first aid to the best of your ability until 
help arrives. 
●  ​ Comfort and reassure the victim. Do not move unless the 
scene is unsafe. 
●  ​ If the victim is not breathing or there is no pulse, ask 
someone to retrieve the Automated External Defibrillator (AED) 
and notify one of the trained staff to report to the scene to operate 
the machine. 
●  ​ Assign a staff member to remain with the victim if they are 
transported to the hospital. 
●  ​ Notify parent/guardian of the situation, include type of injury 
or illness, medical care given, and location where the victim has 
been transported. 
●  ​ Develop and maintain written documentation of the incident 
and report each use of an AED to the local EMS System 
Resource Hospital. 
●  ​ Follow-up with Parent/Guardian. 

Threat of Violence ●  ​ The Principal and Director of Operations will be notified 
immediately of all implied or direct threats. 
●  ​ The level of threat will be determined based on gathered 
information. 
●  ​ The Principal will contact local law enforcement officials if 
necessary. 
●  ​ Inform Building Management 
●  ​ The situation will be monitored closely until the threat passes 
or local law enforcement officials take control. 



Explosive/ Bomb Threat ●  ​ If a suspicious package is observed. DO NOT TOUCH. 
●  ​ The principal implements the Evacuate procedure. The 
Office Manager or Office Manager will alert the Floor Captains in 
person to evacuate the building.  All communication is done in 
person. 
●  ​ The Principal/Director of Operations will contact local police. 
●  ​ Inform Building Management 
●  ​ School Safety Team secures all exits. 
●  ​ Teachers will escort students from class to the designated 
location and report any injuries, problems, or missing students to 
the Director of Operations. 
●  ​ All students and staff are instructed not to use cell phones or 
electronic devices. 
●  ​ The principal will announce “All Clear” once everyone has 
been cleared. 

Earthquake ●  ​ Drop, Cover and Hold On: 
o   Drop to the floor. 
o   Take cover under a solid piece of furniture or next 
to an interior wall. Cover your head and neck with 
your arms. 
o   Hold on to a sturdy piece of furniture and be 
prepared to move with it. Stay where you are until the 
shaking stops. 

●  ​ Move carefully after the quake, watching for items 
that may have fallen or broken. Put on sturdy shoes before 
investigating further to prevent potential injuries from broken 
glass. 
●  ​ If power is out, use a flashlight and turn on a 
battery-operated radio for more information. Do not use 
candles or open flame as a source of light. 
●  ​ If you smell gas, leave immediately and call 911. If 
gas is leaking and you know how, turn off the source of gas at 
the outside main, and call the gas company from outside your 
home. 
●  ​ Open closet and cabinet doors carefully, as items 
may have shifted inside. 
●  ​ Clean up spills of hazardous or flammable liquids 
immediately. 
●  ​ Be prepared for aftershocks, which often follow an 
earthquake. 



Hostage ●  ​ The first person aware of the situation will 
immediately notify the Director of Operations or the Principal, 
and he/she will notify the police and Building Management. 
●  ​ The Director of Operations will notify the 
administrators of the other schools on campus, as well as the 
Principal. No response will be given to the media until 
deemed necessary. 
●  ​ The school will go on hard lockdown as necessary. 
●  ​ The Principal and DOO will turn over authority to the 
police upon their arrival and assist as requested. 

Kidnapping ●  ​ Standard Operating Procedure requires that a Staff member 
always check the Emergency Contact Card to ensure that a legal 
guardian is taking the student from the school building. 
●  ​ Notify the security agent and the appropriate school leader 
of suspected kidnapping; 
●  ​ Inform Building Management 
●  ​ Contact parent/guardian to ensure that student is not 
knowingly with relatives or friends; 
●  ​ Confirm attendance information for the student reported 
kidnapped. 
●  ​ Director of Operations must call NYPD Community Affairs 
with any information  

Civil Disturbance ●  ​ Over intercom, Ops Manager of Ops Manager announces 
“Attention: We are now in a Soft Lock-down. Take proper Action.” 
●  ​ Inform Building Management 
●  ​ Students move out of sight and maintain silence. 
●  ​ Teachers lock classroom doors (and move students away 
from window as required) 
●  ​ The Principal/Director of Operations will contact local police. 
●  ​ Once “All Clear” has been determined by Floor Captains & 
Teachers, “The Lockdown has been lifted” is announced over the 
Intercom System. 

School Bus Accident ●  ​ Contact Emergency Personnel 
●  ​ Contact the Principal and inform of the accident 
●  ​ Principal confirms all is  clear 



Gas Leak ●  ​ Sound alarm 
●  ​ Teacher escorts the current class to the agreed meeting 
location 
●  ​ Students stay with teachers. 
●  ​ Inform Building Management 
●  ​ Principal and Director of Operations take walkie-talkies 
●  ​ Principal – Pick up Emergency Bag (with Student 
Emergency Contact Binder, School Safety Plan binder, Staff sign 
sheet, Sign to hold up to indicate their location) 
●  ​ ‘Sweep’ staff ensure the building is empty 
●  ​ Meet at the designated spot 
●  ​ Principal confirms All Clear 
●  ​ Return to school 

Hazardous Material (Same as Gas Leak) 

Biological Threat (Same as Gas Leak) 

Radiological Threat (Same as Gas Leak) 

Epidemic (Same as Gas Leak) 

  

VIII. ​ Emergency Operations Involving a Communicable Disease     
  
On September 7, 2020, Governor Cuomo signed into law Chapter 168 of the Laws of 2020, as amended 
by Chapter 30 of the Laws of 2021, that requires public employers, including public school districts, to 
adopt a continuation of operations plan in the event that the governor declares a state disaster 
emergency involving a communicable disease. The legislation (S.8617-B/ A.10832) amends subdivision 2 
of section 2801-a of New York Education Law to require that District Safety Plans include protocols for 
responding to a state disaster emergency involving a communicable disease that are “substantially 
consistent” with the provisions of section 27-c of the Labor Law. As a result of this change, the Board of 
Regents adopted amendments to Commissioner’s Regulation §155.17 in April 2021, which were made 
permanent at the July 2021 meeting of the Board of Regents. 
  
Essential Position Type 
  

Essential Position Type Name Role 

Principal Chuck Jones Instruction; mental health services 

Director of Operations Derrica Newman Business staff for continued operations; 
technology distribution 

Academic  Jasmine Keitt Instruction; mental health services 

Dean of Students Alicia Etienne Instruction; mental health services 

Facilities Director Salih Abdur-Rahim Facilities operations and cleaning 



Assistant Director of 
Operations 

 Juana Calderon Business staff for continued operations; 
technology distribution 

Social Worker Julia Redavid Instruction; mental health services 

Kitchen Lead Shaniqua Holman Meal prep and distribution 

  
  
Telecommuting Protocol: Technology 
All essential and non-essential employees have been issued laptops to use on a regular basis. The 
laptops allow staff the ability to work remotely in the event of remote or hybrid schedules. All 
non-essential employees can access the student information system and curriculum via online websites 
and portals. Non-essential employees in support services positions have been issued mobile phones. 

Work shift Modification(s) 
To the extent possible, essential employees’ work schedules will be in staggered shifts to reduce 
overcrowding on public transportation systems and at worksites. 
  
Personal Protective Equipment (PPE) Protocol 
The Principal, in conjunction with the Director of Operations and the Senior Director of Network 
Operations, will provide oversight for the school facilities that promote the safeguarding of the health and 
safety of students and staff. Sufficient supplies should be kept on hand at all times to replenish as 
needed. 
  
Plan for Storage/Access 
  

          ​ 1.     ​ Face Masks: The school will provide one supplemental disposable mask 
per week to all staff and students. Staff and students will be expected to bring their own 
masks. 
          ​ 2.     ​ Disposable Gloves: The School should have at minimum 100 pairs of 
gloves on hand per week. 
          ​ 3.     ​ Disposable Gowns: The school should have at minimum of 50 
disposable gowns on hand per week. 
          ​ 4.     ​ Reusable Face Shields: The school should have at minimum 100 
reusable face shields per school. 
          ​ 5.     ​ Reusable Eye Protection: The school should have at minimum 25 
reusable pairs of eye protection. 
          ​ 6.     ​ Waste Disposal: The school should have 1 biohazard waste receptacle 
per school. 
          ​ 7.     ​ N-95 Medical Grade Face Mask: The school should have 20 N-95 
medical grade face masks per school. 
          ​ 8.     ​ No-Touch Thermometers: The school should have a minimum of 8 
no-touch thermometers per school. 
          ​ 9.     ​ Hand Sanitizers: The school should have hand sanitizing liquid 
consisting of at least 60% alcohol for each staff and student. 
       ​ 10.     ​ Disinfecting Wipes: The school should have 2 canisters of disinfecting 
wipes for each classroom and functional space (i.e. offices, conference rooms, cafeteria, 
gym) 

mailto:jcalderon@ncschools.org


       ​ 11.     ​ Hand Sanitizing Stations: The school should have 1 sanitizing station at 
each entrance and exit within the school; 1 sanitizing station at beginning and ending of 
corridors/hallways; and 1 sanitizing station outside each restroom. 
       ​ 12.     ​ Sneeze Shields: The school should have sneeze shields within the 
school office/reception area and other areas as may be necessary that serve scholars, 
families and staff where social distancing is not feasible or practical.  

  
Employee Exposure Protocol 

●  ​ When employees may have a respiratory virus they must stay home and away from 
others (including people they live with who are not sick) if employees have respiratory virus 
symptoms that aren't better explained by another cause. These symptoms can include fever, 
chills, fatigue, cough, runny nose, and headache, among others. 
●  ​ Employees can return back to normal activities when, for at least 24 hours, both are true: 

a. ​ Their symptoms are getting better overall, and 
b. ​ They have not had a fever (and are not using fever-reducing medication). 

●  ​ When employees return to their normal activities, they must take added precaution over 
the next 5 days, such as taking additional steps for cleaner air, hygiene, masks, physical 
distancing, and/or testing when they will be around other people indoors. This is especially 
important to protect people with factors that increase their risk of severe illness from respiratory 
viruses. 

a. ​ Keep in mind that employees may still be able to spread the virus that made 
them sick, even if they are feeling better. Employees are likely to be less contagious at 
this time, depending on factors like how long they were sick or how sick they were. 
b. ​ If employees develop a fever or start to feel worse after they have gone back to 
normal activities, they should stay home and away from others again until, for at least 24 
hours, both are true: their symptoms are improving overall, and they have not had a fever 
(and are not using fever-reducing medication). Then take added precaution for the next 5 
days. 
  

​ Isolation Guidance 
https://www.cdc.gov/respiratory-viruses/prevention/precautions-when-sick.html 
  
June 2024 - CDC guidelines 
https://www.cdc.gov/media/releases/2024/s-t0627-vaccine-recommendations.html 
  
2023-2024 NYC DOH 
https://www.nyc.gov/site/doh/covid/covid-19-main.page 

  
Disinfection Protocol 
The Principal in conjunction with the Director of Operations and the Senior Director of Network 
Operations, will provide oversight for school facilities that promote the safeguarding of the health and 
safety of students and staff. 
  
School Facilities: Cleaning and Disinfecting: 

1.​ Frequently touched surfaces such as door handles, handrails, sink handles, and restroom 
surfaces will be cleaned regularly throughout the day. 

2.​ The school will limit sharing of items (i.e. desks, chairs, tables, phones or other equipment) when 
feasible.  When this is not possible or feasible, schools will ensure shared items or equipment are 
cleaned and disinfected between usage. 

https://www.cdc.gov/respiratory-viruses/prevention/air-quality.html
https://www.cdc.gov/respiratory-viruses/prevention/hygiene.html
https://www.cdc.gov/respiratory-viruses/prevention/masks.html
https://www.cdc.gov/respiratory-viruses/prevention/physical-distancing.html
https://www.cdc.gov/respiratory-viruses/prevention/physical-distancing.html
https://www.cdc.gov/respiratory-viruses/prevention/testing.html
https://www.cdc.gov/respiratory-viruses/prevention/precautions-when-sick.html
https://www.cdc.gov/media/releases/2024/s-t0627-vaccine-recommendations.html
https://www.nyc.gov/site/doh/covid/covid-19-main.page


3.​ The school will work to stagger restroom breaks to single use and ensure restrooms are sanitized 
at a minimum of twice daily. 

4.​ The school will work to provide no-touch usage of items such as doors, trash cans or bathroom 
fixtures where feasible. If no-touch items do not exist: (a) school(s) will keep doors open where 
practical and in strict adherence with fire and safety codes; (b) remove lids from trash 
receptacles; or (c) when neither is possible, schools will ensure items are cleaned and disinfected 
between use. 

5.​ The school will disable electronic hand-dryers and maximize the use of disposable paper towels. 
6.​ The school will disable water foundations. 
7.​ The school will maintain daily cleaning logs with the date, time, and scope of cleaning and 

disinfecting. 
8.​ The school will service HVAC units and ensure filters have been changed prior to school opening. 
9.​ Where feasible and with student safety first and foremost, schools will increase ventilation of air 

throughout the building by opening windows where practical and safe. 
10.​The Senior Director of Network Operations and the Director of Operations will arrange for training 

to be provided for custodial staff on; 
1.​ Recommendations for routine cleaning and disinfection products; 
2.​ Reading and following the product label and taking appropriate precautions; 
3.​ Focused cleaning and disinfection on shared and high-touch surfaces; 
4.​ Clean first, then disinfect protocols. 

11.​ Schools will maintain adequate supplies of school and age-appropriate cleaning and disinfecting 
supplies in accordance with State, DPH or OSHA guidelines. 

12.​The Senior Director of Network Operations and each school Director of Operations will create a 
safety plan for staff working with cleaning supplies. 
  

Employer Policy on Available Leave to Receive Testing, Treatment, Isolation, or Quarantine 
All employees should enter their time as sick time. If eligible, employees should work with Human 
Resources to obtain information on FMLA. 
  
Emergency Housing Protocol 
All essential employees, to the extent applicable, will be provided with a hotel room in an effort to contain 
the spread of a communicable disease. 
  
Department of Health Requirements 
Should the NYCDOE, NY State, NYC, and any other Public Health departments determine new 
guidelines, we will update our staff, students, and families in real time with details of the new guidelines 
and implementation instructions. 
 
 
  
 SECTION VII: Workplace Violence Prevention Policy Statement 
  
Neighborhood Charter Schools are committed to the safety and security of our employees.  Workplace 
violence presents a serious threat to the safety of our staff and scholars. 
 
Workplace Violence is defined as any physical assault or act of aggressive behavior occurring where a 
public employee performs any work-related duty in the course of their employment. Workplace violence 
includes but is not limited to: 
  



●  ​ Any verbal or physical attempt or threat to inflict physical injury upon an employee. 
●  ​ Any intentional display of force that gives an employee reason to fear or expect bodily 
harm. 
●  ​ Any intentional, wrongful, and non-consensual physical contact with a person that causes 
injury. 
●  ​ Stalking an employee to cause fear of harm to an employee’s physical safety and health. 

  
Acts of violence against Neighborhood Charter School employees, where any work-related duty is 
performed, will be thoroughly investigated, and appropriate action will be taken. All employees are 
responsible for creating an environment of mutual respect for each other as well as scholars; following all 
workplace policies, procedures, and practices; and assisting in maintaining a safe and secure work 
environment. 
  
Our workplace violence prevention policy is designed to meet the requirements of NYS Labor Law 27b 
and highlights some of the elements that are found within our Workplace Violence Prevention Program. 
The workplace violence prevention law and regulation specify that employers must provide for employee 
participation in the workplace violence prevention program through an authorized employee 
representative. Authorized Employee Representative(s) have a right to, at minimum, be involved in: 
  

●  ​ evaluating the physical workplace environment to determine workplace violence risk 
factors; 
●  ​ developing the Workplace Violence Prevention Program and; 
●  ​ Reviewing workplace violence incident reports at least once a year to identify trends in 
the types of incidents reported, if any, and evaluate the effectiveness of safeguards and actions 
taken to reduce the risk of workplace violence.  

  
All employees will participate in the Workplace Violence Prevention Training Program when they are first 
assigned to our workplace and once a year after that. 
  
The goal of this policy is to promote the safety and well-being of all people in our workplace. All incidents 
of violence or threatening behavior will be responded to immediately upon notification.  All personnel are 
responsible for notifying the contact person designated below of any violent incidents or threatening 
behavior, including threats they have witnessed, received, or have been told about by another person.   
Designated Contact Person(s):                                
Location: Neighborhood Charter School Harlem  691 St. Nicholas Ave NY, NY 10030 
Name: Derrica Newman 
Title: Director of Operations 
Department:  Operations 
Phone: 917-565-4540 
  
Procedures 

●  ​ Any employee who has been threatened, is a victim of a violent act, witnesses threats or 
violent acts, or has knowledge of any threats or violent acts is required to report these activities to 
an administrator immediately. 
●  ​ When there is a present threat or act of violence that requires immediate law 
enforcement action, employees should request a 911 emergency response and then report the 
situation to the appropriate administrator as soon as possible. 



●  ​ Disciplinary Action: Employees found to have engaged in conduct prohibited by this 
policy will be disciplined appropriately, as determined and substantiated by the findings of an 
investigation, up to and including immediate termination/suspension. 
●  ​ Additionally, certain actions will subject the employee to be held legally liable under 
applicable laws. 
●  ​ Neighborhood Charter Schools reserves the right to pursue every available legal avenue 
in these circumstances. 
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Building Level Plan Detail (Confidential) 

I.  ​       Building and Local Area Maps/ Schematics  

II.     ​ Safety Related Person’s Contact Information 

III.    ​ Situational Response Detail 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



 
 
BUILDING LEVEL PLAN DETAIL (CONFIDENTIAL) 
(To be appended to District Level/Building Level Safety Plan, but NOT distributed to the public) 

​ I. ​ BUILDING AND LOCAL AREA MAPS/ SCHEMATICS 
  II. ​ SAFETY-RELATED PERSONS’ CONTACT INFORMATION 
 III. ​ SITUATIONAL RESPONSE DETAIL 

I.           ​ BUILDING AND LOCAL AREA MAPS/ SCHEMATICS 

Emergency Exit Plans (Harlem) 

 

Area Map of 691 St. Nicholas Ave. NY, NY 10030 

 

 

 

I.           ​ SAFETY-RELATED PERSONS’ CONTACT INFORMATION 

 

Title Name BRT Role Telephone 

Director of Operations Derrica Newman BRT Leader 646-701-7117 

Principal Chuck Jones Recorder 646-701-7117 

Director of Operations Derrica Newman Assembly Point 
Coordinator 

646-701-7117 

https://docs.google.com/presentation/u/0/d/1akMkyBh1ZsUaxRRqEe1tO6ep2UtlNtD73_v3aOyQJEM/edit


Assistant Principal of 
Culture 

Jasmine Keitt After-School 
Emergency Officer 

646-701-7117 
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 After School Coordinator  [After-School Emergency 
Officer] 
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Personnel] 

[After-School Emergency 
Officer] 

  

 [Charter School 
Personnel] 

[After-School Emergency 
Officer] 

  

 
 

I.           ​ SITUATIONAL RESPONSE DETAIL 
1.      ​Hard Lockdown/ Soft Lockdown (Threat in the Building) 
2.      ​Shelter-In (Threat outside the Building) 
3.      ​Evacuate (Fire) 
4.      ​Medical emergency 

In the event the Principal is not on-site, the Director of Operations or the next person in the chain of 
command determines the response and communicates it to the Building Response Team for 
implementation. 

Hard and Soft Lockdown (Threat in the Building) 

“Hard Lockdown” is a procedure used when there is an immediate, imminent threat to students and staff 
posed by an intruder or crisis within the building. School staff and students are secured in the rooms in 
which they are currently located, and no one is allowed to leave until the situation has been resolved. 
  



“Soft Lockdown” is a procedure used when there is a threatening situation inside the building, but no 
identified imminent danger to the sweep teams. The School Safety Team will mobilize to the designated 
command post for further direction. School staff and students are secured in the rooms in which they are 
currently located, and no one is permitted to move about the building except sweep teams and 
emergency responders.  
  

Steps to Implement Hard Lockdown: 

1.​ The alarm is raised. The Ops Manager announces over the intercom system, “Attention: We are 
now in a Hard Lockdown. Take proper Action.” 

  
2.​ The Director of Operations calls 911 and Security/Building Management.  Teachers do the 

following in response: 
  

a)​ Move students away from the doors of the classroom and cover the classroom 
door window. 
b)​ Lock the classroom door when possible. 
c) ​ Students are to be in complete silence. 
  

3.​ The Director of Operations calls Security/Building Management.  Security/Building Management 
assures that the building is locked. 
  

4.​ The Floor Captains will sweep their wings, checking attendance and conducting bathroom 
sweeps,and place students into the nearest available classrooms.  
  

a)​ Teachers report “All Clear”, or any missing students and extra students (e.g., a 
student serving a timeout) to the Floor Captain checking the classroom. Teachers 
should not leave their class unattended to look for any missing students. 
b)​  The Floor Captains call the Director of Operations on his work cell phone after 
their sweep to note whether a floor is “All Clear” or not. 

5.​ After the sweep, Teachers: 
  

a)​ Keep classroom doors closed and relocate all students into the area of the 
classroom out of view from the classroom door.  
b)​ Continue to supervise students and keep them at calm until the situation is 
resolved.  
c) ​ Remain calm and reassure students that they are safe. 
  

6.​ Teachers announce “All Clear” to the Operations staff only after accounting for each of their 
students. 
  

7.​ The Ops Manager will then announce over the PA system that “The Lockdown has been lifted” 
once the Director of Operations receives confirmation from the Floor Captains. 
  

8.​ The Director of Operations will communicate to parents via the ParentSquare system, which will 
send automated phone calls, emails, and texts.  In the absence of the Director of Operations, the 
Ops Manager will be provided with this information from the Principal to communicate via the 
ParentSquare system.  



  
Steps to Implement Soft Lockdown: 

1.​ Alarm is raised. The Office Manager or Office Manager announces “Soft Lockdown” by stating 
over the intercom system, “Attention: We are now in a Soft Lockdown.  Take proper Action”.  
The Director of Operations will call alert Floor Captains via 2-way radio, and Floor Captains will 
alert classrooms, as described above. 
  

2.​ The Director of Operations calls 911 and Security/Building Management.  Teachers do the 
following in response: 
  

a)​ Move students away from the doors of the classroom and cover the classroom door 
window. 
b)​ Lock the classroom door when possible. 
c) ​ Students are to be in complete silence. 

  
3.​ The first responder/EMS goes to the location and administers medical support.  

  
4.​ The Floor Captains will sweep their wings, checking attendance and conducting bathroom 

sweeps, and place students into the nearest available classrooms.  
  

a)​ Teachers report “All Clear”, or any missing students and extra students (e.g., a 
student serving a timeout) to the Floor Captain checking the classroom. Teachers should 
not leave their class unattended to look for any missing students. 
b)​ The Floor Captains call the Director of Operations on his work cell phone after 
their sweep to note whether a floor is “All Clear” or not. 
  
  
  
  

5.​ After the sweep, Teachers: 
  

a)​ Keep classroom doors closed and relocate all students to the area of the 
classroom out of view from the classroom door.  
b)​ Continue to supervise students and keep them calm until the situation is 
resolved.  
c) ​ Remain calm and reassure students that they are safe. 
  

6.​ Teachers announce “All Clear” to the Operations staff only after accounting for each of their 
students. 
  

7.​ The Office Manager or Office Manager will then announce over the PA system that “The Soft 
Lockdown has been lifted,” once the medical emergency has been resolved. 
  

8.​ The Director of Operations will communicate to parents via the ParentSquare system, which will 
send automated phone calls, emails, and texts.  In the absence of the Director of Operations, the 
Office Manager or Office Manager will be provided with this information from the Principal to 
communicate via the school messenger system.  

  



Shelter-In (Threat outside the Building) 

“Shelter-In” is a procedure used when there is an immediate and imminent threat outside of the 
building. It is designed to move students and staff away from the outside threat by moving them to the 
hallway of the building. School staff and students are secured in the hallways, and no one is allowed 
to leave until the situation has been resolved. “Shelter-In” may be used when there is a hurricane, 
tornado, or fire outside of the building. 
  

Steps to implement “Shelter-In”: 

1.​ The Office Manager or Office Manager announces, “Attention.  This is a Shelter-In. Secure all 
exit doors.” (Repeated twice over the intercom system). 
2. ​ The Director of Operations calls 911, Security/Building Management, and communicates 
with emergency management authorities. 
  
3. ​ The Director of Operations calls the Security/Building Management’s phone and notifies 
them.  The Security/Building Management assures that the building is locked and then monitors 
the front door entrance. 
  
4. ​ The Floor Captains will check attendance on their designated wings and conduct 
bathroom sweeps, and place students into the nearest available classrooms.  
  

a)​ Teachers report “All Clear”, or any missing students and extra students (e.g., a 
student serving a timeout) to the Floor Captain checking the classroom. Teachers should 
not leave their class unattended to look for any missing students. 
b)​ The Floor Captain calls the Director of Operations on his work cell phone after 
their sweep to note whether a floor is all clear or not. 
c) ​ Teachers must bring their work cell, attendance binder, and Emergency Go Bag. 

5. ​ All classes exit the classrooms in a single file, straight, and quiet line into the hallway. 
  
6. ​ Students sit silently on the floor in the designated areas.  Team Leaders will make the 
determination if students need to assume protective posturing (students kneel, face the wall, and 
cover their heads with their hands). 
  
7. ​ The Office Manager or Office Manager will then announce over the PA system that “The 
Shelter-In has been lifted” once the threat has been resolved. 
  
8. ​ The Director of Operations will communicate to parents via the ParentSquare system, 
which will send automated phone calls, emails, and texts.  In the absence of the Director of 
Operations, the Office Manager or Office Manager will be provided with this information from the 
Principal to communicate via the school messenger system.  

  
Evacuate (Evacuation or Fire Drill) 

“Evacuate” is a procedure used when there is an immediate and imminent threat inside the building. It 
is designed to evacuate students and staff from the building to safety. A fire alarm is the most 
common use of “Evacuate”. In the case of a bomb threat, “Evacuate” is also utilized.  “Evacuate” may 
also be called by the Principal for any reason that necessitates school evacuation. 
  



Steps to Implement “Evacuate”: 

1.​ The fire alarm sounds.  If the Principal needs to provide special instructions, this must be done 
before sounding the alarm via the Intercom System, beginning with “Attention” followed by 
specific instructions.  In the case of a bomb threat, staff and students must be advised not to use 
their cell phones or electronic devices.  
  

2.​ The Director of Operations calls 911, Security/Building Management, and communicates with 
emergency management authorities. 
  

3.​ The Director of Operations calls the Security/Building Management’s phone. 
  

4.​ The Security/Building Management assures that the building is locked and then monitors the front 
doorway. 

5.​ Floor Captains sweep each room on their assigned wing, checking that no students are left 
behind. 
  

6.​ Exiting Procedures 
  

a)​ Teachers must bring their work cell, attendance binder, and Emergency Go Bag. 
b)​ Students quickly and quietly retrieve their jackets in the event of cold weather, 
unless they are in another classroom, or directed to do otherwise by the Principal. 
c) ​ Teachers will lead their classes quickly and calmly at a level 0 to their assigned 
Fire Drill exit. 
d)​ All classrooms exit through Exit(s) 1, near Main Entrance to parking lot                   
e)​ Once in the parking lot, Teachers walk through the parking lot to the sidewalk 
across the street, on Dreiser Loop, and line up by class. 
f)  ​ Teachers take attendance and account for students. They must report injuries, 
problems, or missing students to the Director of Operations immediately. 

(Students in the Cafeteria) 
In the event that a fire drill occurs when students are in the cafeteria, particularly during breakfast or 
lunchtime: 
  

1.​ The fire alarm sounds. 
  

2.​ On-duty staff in the cafeteria line up the class or grade for which they are responsible. 
  

3.​ Students in the cafeteria are escorted out of the cafeteria using the Main Entrance.  
  

4.​ The staff member doing meal check-off will do a sweep of the cafeteria and the cafeteria 
bathrooms. 
  

5.​ The Office Manager or Office Manager will report immediately to the cafeteria to support the exit 
of students, and then report to their roles. 
  

6.​ Teachers who are not assigned homerooms (Support Services, etc.) and do not have a class 
should report to the Main Office immediately and assist in organizing students into their 
classrooms.   
  



7.​ The Floor Captains conduct sweeps of the classrooms and bathrooms of their assigned floor 
before proceeding to the playground.  They notify the Director of Operations via cell phone or in 
person that their floor is “All Clear”.  In the event of a bomb threat, all communications must be 
done in person. 
  

8.​   Administrator Duties 
a)​ The Director of Operations stands by the Main Entrance, on the sidewalk, 
monitors student exit, and directs all classes to their places on the sidewalk. 
b)​ The Office Manager or Office Manager takes the Early Release and Fire Drill 
Logs and records the time the alarm was sounded, the time that all students were out of 
the building, and the time that all teachers announced “All Clear”. 
c) ​ The Floor Captains conduct sweeps of the classrooms and bathrooms of their 
assigned floor before proceeding to the playground.  They notify the Director of 
Operations via cell phone or in person that their floor is “All Clear”.  In the event of a 
bomb threat, all communications must be done in person. The Director of Operations, the 
Ops Manager, monitors the area between the school and the surrounding areas. 
  

9.​ Once outside, Teachers review their class attendance and report any missing students to the 
Floor Captains or display the “All Clear” sign after assessing that all students are accounted for. 

10.​The Principal confirms that the school is “All Clear” by conducting a roll call of the classes and 
signals to the Director of Operations that all students have been cleared. 

11.​ The Director of Operations provides an “All Clear” signal to return to the building. 
  
  
Code Blue- (Medical Emergency) 

“Code Blue” with a location is a procedure used when there is a medical emergency. School staff and 
students are secured in the rooms in which they are currently located, and no one except medical 
responders is allowed to leave until the situation has been resolved. 

  
  
  
Steps to Implement Code Blue: 

1.​ The Ops Manager announces “Code Blue” by stating over the school paging system, “Code Blue, 
room #, (Repeated 3x)”. 
  

2.​ The Director of Operations calls 911 and Security/Building Management.  Teachers do the 
following in response: 
  

a)​ Move students away from the doors of the classroom and cover the classroom 
door window. 
b)​ Lock the classroom door when possible. 
c) ​ Students are to be in complete silence. 
  

3.​ The Floor Captains will sweep their wings, checking attendance and conducting bathroom 
sweeps, and place students into the nearest available classrooms.  
  



a)​ Teachers report “All Clear”, or any missing students and extra students to the 
Floor Captain, checking the classroom. Teachers should not leave their class unattended 
to look for any missing students. 
b)​ The Floor Captains call the Director of Operations on her work cell phone after 
their sweep to note whether a floor is “All Clear” or not. 
  

4.​   ​ After the sweep, Teachers: 
  

a)​ Keep classroom doors closed and relocate all students to the area of the 
classroom out of view from the classroom door.  
b)​ Continue to supervise students and keep them calm until the situation is 
resolved.  
c) ​ Remain calm and reassure students that they are safe. 
  

5.​ Teachers announce “All Clear” to the Operations staff only after accounting for each of their 
students. 
  

6.​ Floor captains will notify teachers when the situation has been resolved. 
 
  

APPENDICES 

Appendix 1: School Buildings covered by this District-Wide/ Building-Level School Safety (SAVE) 
Plan 

School #1 Name Neighborhood Charter School Harlem 

Address 691 St. Nicholas Ave NY, NY 10030 

Contact Name Chuck Jones 

Contact Title Principal 

Contact Phone # 336-328-7140 

Contact Email cjones@ncschools.org 

  

 

 

 

 

Appendix 2: Situational Response Detailed 

Emergency Situation Response 



Fire- 

Implement Evacuation 

●  ​ Sound a fire alarm 
●  ​ Teacher escorts current class to agreed-upon meeting 
location (see diagram below). Students stay with teachers. 
●  ​ Principal, DOO, and Safety Team Leaders communicate via 
2-Way Radio. 
●  ​ Inform Building Management 
●  ​ Office Manager or Office Manager – Pick up Emergency Bag 
(with Student Emergency Contact Binder, School Safety Plan 
binder) 
●  ​ ‘Sweep’ staff ensure the building is empty 
●  ​ Meet at designated locations & report any injuries, problems, 
or missing students to the Director of Operations. 
●  ​ Principal confirms “All Clear” 
●  ​ Return to school 

Intruder in Building- 
Implement Hard Lockdown 

●  ​ Over the intercom, Office Manager or Office Manager 
announces, “Attention: We are now in Hard Lockdown. Take 
proper Action.” 
●  ​ Students move out of sight and maintain silence. 
●  ​ Teachers lock classroom doors (and move students away 
from the window as required) 
●  ​ Principal/Director of Operations contacts local police and 
Building Management 
●  ​ Once “All Clear” has been determined by Floor Captains & 
Teachers, “The Lockdown has been lifted” is announced over the 
Intercom System. 



Medical Emergency- Code 
Blue 

●  ​ Announce a “Code Blue” for students. 
●  ​ Tend to the injured party as follows: 
●  ​ Quickly assess the situation. Make sure the situation is safe 
for you to approach. 
●  ​ Immediately notify the Principal or designee. 
●  ​ Call or have someone call 911. 
●  ​ Inform Building Management 
●  ​ Dispatch the nurse or first aid/CPR-trained employee to the 
victim if available. 
●  ​ Administer appropriate first aid to the best of your ability until 
help arrives. 
●  ​ Comfort and reassure the victim. Do not move unless the 
scene is unsafe. 
●  ​ If the victim is not breathing or there is no pulse, ask 
someone to retrieve the Automated External Defibrillator (AED) 
and notify one of the trained staff to report to the scene to operate 
the machine. 
●  ​ Assign a staff member to remain with the victim if they are 
transported to the hospital. 
●  ​ Notify parent/guardian of the situation, include type of injury 
or illness, medical care given, and location where the victim has 
been transported. 
●  ​ Develop and maintain written documentation of the incident 
and report each use of an AED to the local EMS System 
Resource Hospital. 
●  ​ Follow-up with Parent/Guardian. 

Threat of Violence ●  ​ The Principal and Director of Operations will be notified 
immediately of all implied or direct threats. 
●  ​ The level of threat will be determined based on gathered 
information. 
●  ​ The Principal will contact local law enforcement officials if 
necessary. 
●  ​ Inform Building Management 
●  ​ The situation will be monitored closely until the threat passes 
or local law enforcement officials take control. 



Explosive/ Bomb Threat ●  ​ If a suspicious package is observed. DO NOT TOUCH. 
●  ​ The principal implements the Evacuate procedure. The 
Office Manager or Office Manager will alert the Floor Captains in 
person to evacuate the building.  All communication is done in 
person. 
●  ​ The Principal/Director of Operations will contact local police. 
●  ​ Inform Building Management 
●  ​ School Safety Team secures all exits. 
●  ​ Teachers will escort students from class to the designated 
location and report any injuries, problems, or missing students to 
the Director of Operations. 
●  ​ All students and staff are instructed not to use cell phones or 
electronic devices. 
●  ​ The principal will announce “All Clear” once everyone has 
been cleared. 

Earthquake ●  ​ Drop, Cover and Hold On: 
o   Drop to the floor. 
o   Take cover under a solid piece of furniture or next 
to an interior wall. Cover your head and neck with 
your arms. 
o   Hold on to a sturdy piece of furniture and be 
prepared to move with it. Stay where you are until the 
shaking stops. 

●  ​ Move carefully after the quake, watching for items 
that may have fallen or broken. Put on sturdy shoes before 
investigating further to prevent potential injuries from broken 
glass. 
●  ​ If power is out, use a flashlight and turn on a 
battery-operated radio for more information. Do not use 
candles or open flame as a source of light. 
●  ​ If you smell gas, leave immediately and call 911. If 
gas is leaking and you know how, turn off the source of gas at 
the outside main, and call the gas company from outside your 
home. 
●  ​ Open closet and cabinet doors carefully, as items 
may have shifted inside. 
●  ​ Clean up spills of hazardous or flammable liquids 
immediately. 
●  ​ Be prepared for aftershocks, which often follow an 
earthquake. 



Hostage ●  ​ The first person aware of the situation will 
immediately notify the Director of Operations or the Principal, 
and he/she will notify the police and Building Management. 
●  ​ The Director of Operations will notify the 
administrators of the other schools on campus, as well as the 
Principal. No response will be given to the media until 
deemed necessary. 
●  ​ The school will go on hard lockdown as necessary. 
●  ​ The Principal and DOO will turn over authority to the 
police upon their arrival and assist as requested. 

Kidnapping ●  ​ Standard Operating Procedure requires that a Staff member 
always check the Emergency Contact Card to ensure that a legal 
guardian is taking the student from the school building. 
●  ​ Notify the security agent and the appropriate school leader 
of suspected kidnapping; 
●  ​ Inform Building Management 
●  ​ Contact parent/guardian to ensure that student is not 
knowingly with relatives or friends; 
●  ​ Confirm attendance information for the student reported 
kidnapped. 
●  ​ The Director of Operations must call NYPD Community 
Affairs with any information  

Civil Disturbance ●  ​ Over the intercom, Ops Manager of Ops Manager 
announces, “Attention: We are now in a Soft Lockdown. Take 
proper Action.” 
●  ​ Inform Building Management 
●  ​ Students move out of sight and maintain silence. 
●  ​ Teachers lock classroom doors (and move students away 
from the window as required) 
●  ​ The Principal/Director of Operations will contact local police. 
●  ​ Once “All Clear” has been determined by Floor Captains & 
Teachers, “The Lockdown has been lifted” is announced over the 
Intercom System. 

School Bus Accident ●  ​ Contact Emergency Personnel 
●  ​ Contact the Principal and inform them of the accident 
●  ​ Principal confirms all is  clear 



Gas Leak ●  ​ Sound alarm 
●  ​ Teacher escorts the current class to the agreed-upon 
meeting location 
●  ​ Students stay with teachers. 
●  ​ Inform Building Management 
●  ​ The Principal and Director of Operations take walkie-talkies 
●  ​ Principal – Pick up Emergency Bag (with Student 
Emergency Contact Binder, School Safety Plan binder, Staff sign 
sheet, Sign to hold up to indicate their location) 
●  ​ ‘Sweep’ staff ensure the building is empty 
●  ​ Meet at the designated spot 
●  ​ Principal confirms All Clear 
●  ​ Return to school 

Hazardous Material (Same as Gas Leak) 

Biological Threat (Same as Gas Leak) 

Radiological Threat (Same as Gas Leak) 

Epidemic (Same as Gas Leak) 

 

 

Appendix 3: School organization chart, including School Safety Team members (indicated with *) 

 

 

Appendix 4: Local emergency resources contact list 

Off-site Sheltering Sites Address Phone Number 

Harlem School of the Arts 645 St Nicholas Ave, New 
York, NY 10030 

(212) 926-4100 

Mt Zion Lutheran Church 421 W 145th St, New York, 
NY 10031 

(646) 370-3940 



  

Appendix 5: Emergency Supplies Inventory 

●  ​ First Aid Kits 
●  ​ Bullhorn 
●  ​ Emergency Go Bag (5) 
●  ​ Student Contact Information 

Appendix 6: School Vehicle Inventory 

The school has no vehicles at this time. 

 

 

 Appendix 7: Reunification Planning Guide 
  
There may be times when an emergency will require an evacuation and relocation to another building. 
When this occurs, dismissal procedures must be conducted in a safe and organized fashion by using 
procedures to account for all students who have been reunified with their families. Advanced planning, 
through the use of the Reunification Planning Guide, will result in a successful reunification. Various 
factors must be considered during a relocation, which include the number of people being reunited, 
the available space at the relocation/reunification site, and the appropriate security personnel that 
may be required. During these emergencies, school officials must work with staff and School Security 
Guards who respond to the relocation site to assist. 
Reunification at all relocation sites will require: 

•                  A minimum of four pre-designated rooms/ common spaces, or sections of the 
school yard (external only); 
•                  A command post (established by the host building prior to the arrival of staff and 
students from the 
relocation building); 
•                  Access to the medical office or an established medical station to facilitate basic 
first-aid if needed. 
•                  Families must be informed in advance that identification will be required 
during the reunification process. 
  

1- The Family Staging Area: Required staff 
(based on the size of the room and the 
number of parents): 1 Family Staging Area 
Coordinator (reporting to the Assembly 
Point Coordinator), 2-4 staff (to collect 
information), 1-2 School Security Guards. 

2- The Student Staging Area: Required 
staff: 1 Student Staging Area Coordinator 
(reporting to the Assembly Point 
Coordinator), all classroom teachers, 1-2 
School Security Guards, adding additional 
agents as necessary based on the number 
of students in the staging area. 



•        This area must be separated from the 
student staging area. 
•        This area must be supervised by staff 
and School Security Guards. 
•        Families must complete Part 1 of the 
Student Release Form, prior to being escorted 
to the Reunion Area. 
Parents must be escorted to the Reunion Area 
in small manageable groups (i.e. 1 staff 
member: 5 family members) 

•        Teachers are required to have their 
classroom evacuation folder including class 
rosters, daily attendance, and GRP assembly 
cards. 
•        Students will remain with their class until 
they are reunited with a family member. 
Students must be escorted to the Reunion 
Area, restrooms, and medical areas by school 
staff. 
•        Classroom teachers must remain with 
their assigned students until a runner arrives 
to call for specific students. 
All students who were absent from school 
must be reported to the Assembly Point 
Coordinator upon reaching the Student 
Staging Area. 

3- The Reunion Area: Required staff: 1 
Reunion Area Coordinator (reporting to 
the Assembly Point Coordinator), 3-5 staff 
(to collect information), 4-5 runners, 3-5 
School Security Guards. 

4- The Counseling & Medical Areas: 
Required staff: Counseling Area: Members 
of the school crisis team (number of staff 
to be determined based on need). 
Medical Area: School nurse and health aide 

•        A family member 
completes/submits the Student 
Release Form with Part 1 completed. 

•        The Counseling Area must be 
identified upon arrival and used as 
needed. 

•        Identification is verified by staff to 
ensure that the individual is listed on school 
records. The staff member will complete 
Part 2 of the Student Release Form. 

•        Clinical staff (counselors, 
psychologists, etc.) will work with families 
and students who may need additional 
support before leaving the relocation site. 

•        The runner (school staff) is given the 
Student Release Form. When the student 
is retrieved, Part 3 of the Student Release 
Form is completed by the runner. 

• If necessary, the Counseling Area is 
where the family will receive information 
about their child if the child cannot be 
released to them. 

•        The student is escorted to be safely 
reunited with their family, and Part 4 of 
Student Release Form completed by 
staff. 

• If the Counseling Area is used, 
components of the school Crisis Plan must 
be used as appropriate. 

Family members must sign for students in 
Part 4 of Student Release Form to take 
custody of their child. 

•        The medical area must be located 
near the host-school medical office. 

  
                                                             
                                    ​  

STUDENT RELEASE FORM 
Use One Form for Each Child 



PART 1 
ompleted 

by 
family 
at The 
Family 
Staging 

Area 

 
Student’s Last Name ____________________________________________First Name 

___________________________________________ 
 
 

Class ________________________Grade ________________________Teacher (if known) 
________________________________________ 

 
 

Name of Person Picking up Student 
______________________________________________________________________________

___ 
 
 

Relationship to student 
______________________________________________________________________________

_____________ 

PART 2 
ompleted 

by 
staff at 

The 
Reunion 

Area 

Is the person picking-up the student listed on Emergency Blue Card? (circle one) Yes         
​ No 

 
 

If no, list the name of the administrator who has authorized release 
__________________________________________________________ 

 
 

Name of staff who verified the identification of the person picking-up the child 
__________________________________________________ 

 
 

School Staff Member's Signature 
______________________________________________________________________________

____ 



PART 3 
ompleted 
by the 

unner at 
The 

Student 
Staging 

Area 

Student Status (check appropriate status) 
 
 

_________________ Sent with Runner _______________________ Absent from School 
_______________________ In Medical Room 

 
 

Other Notes: 
______________________________________________________________________________

________________________________ 
______________________________________________________________________________

________________________________ 
 
 

Runner's Signature 
______________________________________________________________________________

________________ 
 

PART 4 
ompleted 

by 
staff and 
he family 
in The 

Reunion 
Area 

E PERSON LISTED IN PART 1 MUST BE THE SAME PERSON WHO IS LEAVING WITH THE 
CHILD. 

 
Identification Verified Time ____________________________ Print Staff Name 

________________________________________________ 
 

Signature of staff member who reunited the child with the family 
 
 

_________________________________________________________________ 
 

***************************************************************************************************************
* 

I have been reunited with my child 
 
 

Parent/ Guardian Signature 
______________________________________________________________________________

____________ 

 


	2026-2027 PROJECT SAVE PLAN 
	Should an event (for example, a confirmed case of COVID-19 among staff or students or a surge in confirmed cases in the community) compel Neighborhood Charter Schools to consider a change in its current operating format (full-open or hybrid), the Executive Director will first notify the NYSED  for consultation.  
	If the parties agree that a change in the current operating status is necessary, the following communications protocol will take place: 
	  
	1.   ​The Executive Director or Chief of Staff will communicate with the Board Chairman and notify them of the change in operating status.  The Board Chairman will communicate the status change to the rest of the board members. 
	2.   ​The Executive Director will communicate the change in status to the rest of the members of the CMO. 
	3.   ​The Chief of Staff will communicate the change in status to the Senior Director of Network Operations, who will create communications for the school Principals and DOOs to send to staff and families via Parent Square and the Website. 
	4.   ​Principals will forward the message to staff and families and will immediately contact their Director of Operations and Deans to meet and discuss the change status protocol specific to the model being moved to.  These protocols include: 
	1.   ​Mobilizing staff to contact families and alert them to the change, as well as the schedule being moved to (on the website) 
	2.   ​Making sure that teachers are all prepared for the change to begin the following day 
	3.   ​Having an emergency meeting to check in and remind staff about attendance and notification practices 
	4.   ​Update website, parent square, and social media 
	  
	Note: All efforts to make sure that students and families have access to computers and wi-fi service will be made throughout the start of school so that, in the event of a change in operating status, students will be able to make the change without missing any days of instruction.  
	  
	Additionally, Neighborhood Charter Schools will instruct families on the models and schedules that could be implemented due to changes in the current health status of the state/community.  
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	1.   ​Computers are distributed to each student with chargers 
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