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School safety is the job of the entire school community.  This effort requires leadership and coordination 

by school administration, and involvement and participation from all sectors of the school community.  

Planning, conducting drills and participating in exercises with law enforcement, fire, emergency officials 

and other members of the school community ensures a comprehensive, unified approach to school 

emergency response planning.  Building relationships and community engagement are vital to building 

a safer school community.  
 

The content, organization, and terminology provided in the plan have been established with the Federal 

Emergency Management Agency’s Guide for Developing High-Quality School Emergency Operations 

Plans (2013) and New York State training materials for Emergency Response.   
 

Laws that Guide Safety Planning 
The following is a summary of New York State law pertaining to building level school emergency response 
plans.  In 2000, Chapter 181 enacted Education Law §2801-a (Project SAVE) requiring the implementation 
of certain school safety plans. Education Law §2801-a required that every school district, Board of 
Cooperative Educational Services (BOCES) and county vocational education extension board, as well as 
the Chancellor of the City School District of the City of New York, develop a building-level school safety 
plan regarding crisis intervention and emergency response (“school emergency response plan”).  Section 
2801-a prescribed minimum requirements of a school emergency response plan, which included policies 
and procedures relating to responding to certain threats. These plans were designed to prevent or 
minimize the effects of emergencies and to facilitate the coordination of schools and school districts with 
local and county resources in the event of such emergencies.    The Commissioner of the New York State 
Education Department, prescribed requirements into regulation 8 NYCRR Section 155.17.  Regulations are 
hyperlinked within this document. 
 
155.17 (b)  Development of school safety plans.  Every board of education of a school district, every board 
of cooperative educational services and county vocation education and extension board and the 
chancellor of the City School District of the City of New York Shall adopt by July 1, 2001, and shall update 
by July 1st of each succeeding year, a district wide school safety plan and building level school safety plans 
regarding crisis intervention and emergency response and management. 
 

155.17 (e) (2)  School Emergency Response Plan.  A school emergency response plan shall be developed 
by the building-level school safety team and shall include the following elements: 

 155.17 (e)(2)(i)  Policies and Procedures for Safe Evacuation 

 155.17 (e)(2)(ii)  Designation of Response Teams 

 155.17 (e)(2)(iii) Procedures for Emergency Responder Access to Building Plans and Road Maps 

 155.17 (e)(2)(iv) Communication  in Emergencies 

 155.17 (e)(2)(v) Definition of the chain of Chain of Command Consistent with NIMS/ICS 

 155.17 (e)(2)(vi) Coordinated Plan for Disaster Mental Health Services 

 155.17 (e)(2)(vii) Procedures for Annual Review  

 155.17 (e)(2)(vii) Procedures for the Conduct of Drills 

 155.17 (e)(2)(viii) Procedures for Restricting Access to Crime Scenes 

155.17 (e)(3)  A copy of each building level safety plan and any amendments thereto, shall be filed with 
the appropriate local law enforcement agency and with the State Police within 30 days of adoption. 
155.17 (j)  Each school district and board of cooperative educational services shall, at least once every 
school year, and where possible in cooperation with local county emergency preparedness officials, 
conduct one test of its emergency plan or its emergency response procedures under each of its building 
level school safety plans, including sheltering or early dismissal.  
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PART I 
1. Safety Requirements,  

Project SAVE (Safe Schools Against Violence in Education) 
 
Plan Development and Maintenance 
 
8 NYCRR Section 155.17 (b) and 155.17 (c)(11) - requires that each school shall have a Building Level School 
Safety Team that consists of representatives from the following groups: teacher, administrator, and 
parent organizations, school safety personnel and other school personnel, community members, local law 
enforcement officials, local ambulance or other emergency response agencies, and any other 
representatives the board of education, chancellor or other governing body deems appropriate.  
 

The Building Level School Safety Team is responsible for the overall development, maintenance, and 
revision of the Emergency Response Plan (ERP) and for coordinating training and exercising the School 
ERP.  Team members are expected to work closely together to make recommendations for revising and 
enhancing the plan. 
 
 

Name Title  Agency # Email is first initial, last name@polandcsd.org 
Laura Dutton Supt PCS # 

Chad Hess Business Official PCS # 

Gregory Cuthbertson Principal PCS # 

Nancy Goodney Clerical Support PCS # 

Jessica Hartman Administrator Sp. Education PCS # 

Rosanne Ozog Nurse PCS # 

Michele Szarek Parent / Board Liaison  PCS Contact Donna Wellington 

Tanya Steves Kitchen Manager BOCES (OHM) # 

Eric Taylor  Trans Supervisor PCS # 

Adam Hutchinson Safety Directory  BOCES (Herkimer) Contact Chad Hess 

Greg Haver Athletic Director PCS # 

Janice Watrous Guidance Director PCS # 

Donna Wellington District Clerk PCS # 

Tracy Irwin Parent Liaison PCS # 

 

Various agencies and services are involved in responding to school incidents, including emergency 
responders from law enforcement, fire, emergency medical services, mental health and other community 
organizations.  An important component of the School ERP is advanced planning with various federal, 
state, county and/or local agencies, as well as community service providers to aid in a timely response to 
an incident. Advance planning may or may not include written agreements to help coordinate services 
between the agencies and school.  There is currently no Memorandum of Understandings (MOU) created; 
at such time one is, a copy shall be maintained in Appendix D.  Advanced planning should specify the type 
of communication and services provided by one agency to another. 
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2. Purpose and Situation Overview 

Schools are exposed to many threats, hazards, and vulnerabilities.  All of these have the potential for 
disrupting the school community, exposing students/staff to injury, and causing damage to public or 
private property.  
 
The table below provides a list of potential threats that schools should consider when conducting a 
threat/hazard assessment. 
 
 

Threat and Hazard Types 

  

 

 

Threat and Hazard Type Examples 

Natural Hazards: 

 

 Earthquakes  

 Tornadoes  

 Lightning  

 Severe wind  

 Hurricanes  

 Floods  

 Wildfires  

 Extreme temperatures  

 Landslides or mudslides   

 Winter precipitation  

 Wildlife 

Technological Hazards: 

 

 Explosions or accidental release of toxins from industrial plants  

 Accidental release of hazardous materials from within the school, 
such as gas leaks or laboratory spills  

 Hazardous materials releases from major highways or railroads  

 Radiological releases from nuclear power stations  

 Dam failure  

 Power failure  

 Water failure  

Biological Hazards: 

 
 Infectious diseases, such as pandemic influenza, extensively drug-

resistant tuberculosis, Staphylococcus aureus, and meningitis  

 Contaminated food outbreaks, including Salmonella, botulism, 
and E. coli  

 Toxic materials present in school laboratories  

Adversarial, Incidental, and 

Human-caused Threats: 

 

 Fire  

 Active shooters  

 Criminal threats or actions  

 Gang violence  

 Bomb threats  

 Domestic violence and abuse  

 Cyber attacks  

 Suicide  
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 Planning Assumptions and Limitations 
 

Stating the planning assumptions allows the school to deviate from the plan if certain assumptions 
prove not to be true during operations.  The School ERP is established under the following assumptions: 

 

 The school community will continue to be exposed and subject to threats/hazards and 
vulnerabilities as well as lesser threats/hazards that may develop in the future. 

 

 A major disaster could occur at any time and at any place. In many cases dissemination of warning 
to the public and implementation of increased readiness measures may be possible; however, 
most emergency situations occur with little or no warning. 

 

 A single site incident could occur at any time without warning and the employees of the school 
affected cannot and should not, wait for direction from local response agencies.  Action is 
required immediately to save lives and protect school property.  

 

 There may be a number of injuries of varying degrees of seriousness to faculty, staff, and/or 
students.  Rapid and appropriate response can reduce the number and severity of injuries.  

 

 Outside assistance from local fire, law enforcement and emergency services will be available in 
most serious incidents.  Because it takes time to request and dispatch external assistance, it is 
essential for the school to be prepared to carry out the initial incident response until emergency 
responders arrive at the incident scene.  

 

 Actions taken before an incident can stop or reduce incident-related losses. 
 

 Maintaining the School ERP and providing frequent opportunities for training and exercising the 
plan for stakeholders (staff, students, parents/guardians, first responders, etc.) can improve the 
school’s readiness to respond to incidents.  

 

 

3. Concept of Operations  

The overall strategy of a safety plan is to execute effective and timely decisions and actions that prevent 
harm, protect lives and property, mitigate damages, restore order and aid recovery.   This plan is based 
upon the concept that the incident management functions that must be performed by the school 
generally parallel some of their daily routine functions.  To the extent possible, the same personnel and 
material resources used for daily activities will be employed during incidents.  Because personnel and 
equipment resources are limited, some routine functions that do not contribute directly to the incident 
may be suspended.  The personnel, equipment, and supplies that would typically be required from those 
routine functions will be redirected to accomplish assigned incident management tasks.  
 

Implementation of the Incident Command System (ICS) 
 

The Incident Command System (ICS) will be used to manage all incidents and major planned events/drills.  
The Incident Commander at the school will be delegated the authority to direct all incident activities 
within the school’s jurisdiction.  The Incident Commander will establish an Incident Command Post (ICP) 
and provide an assessment of the situation to the emergency responders, identify incident management 
resources required and direct the on-scene incident management activities from the ICP.  If no Incident 
Commander is present at the onset of the incident, the most qualified individual will assume command 
until relieved by a more qualified Incident Commander.  8 NYCRR Section 155.17 (e)(2)(v) requires a 
definition of a chain of command consistent with the Incident Command System.  See Appendices. 
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Initial Response 
 

School personnel are likely to be the first on the scene of an incident in a school setting.  Staff and faculty 
are expected to respond as appropriate and notify the Principal, or designee until command is transferred 
to someone more qualified and/or to an emergency response agency with legal authority to assume 
responsibility (Police, Fire or EMS dependent upon the nature of the incident).  Staff will seek guidance 
and direction from the school district and emergency responders. 
 
Any staff person or faculty in a building aware of an emergency shall activate the safety plan. 

 

4. Organization and Assignment of Responsibilities  

Titles and responsibilities in this section are for illustrative of essential roles and have been edited to meet 
the needs of our school as necessary. 
   
The Incident Commander is not able to manage all aspects associated with an incident without assistance.  
The school relies on other school personnel to perform tasks that will ensure the safety of students and 
others during a crisis or incident.  The Incident Command System (ICS) uses a team approach to manage 
incidents with preassigned roles based on training and qualifications.  Each staff member and volunteer 
must be familiar with his or her role and responsibilities before an incident occurs. 

 
Principal 
  

The principal (or their designee) will serve as the Incident Commander and designate a minimum of two 
qualified individuals to serve as alternates in the event that the principal is unable to serve in that role.  
At all times, the principal still retains the ultimate responsibility for the overall safety of students and staff.   
 

Responsibilities include: 

 Provide direction over all incident management actions based on procedures outlined in this plan 

 Take steps necessary to ensure the safety of students, staff and others 

 Determine which emergency protocols to implement as described in the sections of this plan 

 Coordinate/cooperate with emergency responders 

 Keep the Superintendent informed of the situation 

 
Teachers / Substitute Teacher / Student Teachers 
 

Teachers shall be responsible for supervision of students and remain with students unless directed 
otherwise.  
 

Responsibilities include: 

 Supervise students under their charge 

 Take steps to ensure the safety of students, staff, and other individuals 

 Take attendance when class relocates to an inside or outside designated area or evacuation site 

 Report missing students to the appropriate Emergency Response Team Member 

 Execute assignments as directed by the Incident Commander  

 Obtain first aid services for injured students from the school nurse or person trained in first aid; 
arrange for first aid for those who are unable to be moved 

 Render first aid or CPR, if certified and deemed necessary 
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Teaching Assistants  
 

Assistants shall support teachers as directed and provide actions for the safety of students. 

 
School Nurse 

 

Responsibilities include: 

 Administer first aid or emergency treatment as needed 

 Supervise administration of first aid by those trained to provide it 

 Organize first aid and medical supplies 

 Execute assignments as directed by the Incident Commander 
 

Counselors, Social Workers & School Psychologists 
 

Responsibilities include: 

 Take steps to ensure students, staff and others’ safety during the implementation of plan 

 Provide appropriate direction to students as described in this ERP for the incident type 

 Render first aid or CPR and/or psychological aid, if trained to do so 

 Assist in student, staff and others’ movement when their safety is threatened by an emergency 

 Administer counseling services as deemed necessary during or after an incident 
 Execute assignments as directed by the Incident Commander 

 
Custodians/Maintenance Staff 

 

Responsibilities include: 

 Survey and report building damage to the Incident Commander 

 Control main shutoff valves for gas, water, and electricity and ensure that no hazard results from 
broken or downed lines 

 Provide damage control as needed 

 Assist in the conservation, use and disbursement of supplies and equipment 

 Control locks and physical security as directed by the Incident Commander 

 Keep Incident Commander informed of the condition of the school 

 Execute assignments as directed by the Incident Commander 

 
All Office Secretaries 

 

Responsibilities include: 

 Answer phones and assist in receiving and providing consistent information to callers 

 Provide for the safety of essential school records and documents 

 Provide assistance to the Incident Commander/Principal 

 Monitor radio emergency broadcasts 

 Execute assignments as directed by the Incident Commander 

 
Food Service/Cafeteria Workers  

 

Responsibilities include: 

 Prepare and serve food and water on a rationed basis whenever the feeding of students and staff 
becomes necessary during an incident 

 Execute assignments as directed by the Incident Commander 
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Bus Drivers 
 

Responsibilities include: 

 Supervise the care of students if disaster occurs while students are on the bus 

 Transfer students to new location when directed 

 Execute assignments as directed by the Incident Commander 

 
Other Staff 

 

Responsibilities include: 

 Execute assignments as directed by the Incident Commander 

 
Students 

 

Responsibilities include: 

 Cooperate during emergency drills, exercises and during an incident 

 Follow directions given by facility and staff. 

 Know student emergency actions and assist fellow students in an incident 

 Report situations of concern (e.g. “If you see something, say something.”) 

 Develop an awareness of the high priority threats/hazards and how to take measures to protect 
against and mitigate those threats/hazards 

 
Parents/Guardians 

 

Responsibilities include: 

 Encourage and support school safety, violence prevention and incident preparedness programs  

 Participate in volunteer service projects for promoting school incident preparedness 

 Provide the school with requested information concerning incident details, early/late dismissals 
and other related release information 

 Listen to and follow directions as provided by the district 
 
 

 

5. Direction, Control, and Coordination 

School Incident Command System and Roles 

To provide for effective direction, control and coordination of an incident, the School ERP will be activated 

through the implementation of the Incident Command System (ICS).    
 

Staff are assigned to serve within the ICS structure based on their expertise, training and the needs of the 
incident.  Roles should be pre-assigned based on training and qualifications.  The School ICS is organized 
as shown in the diagram on the next page. The individuals designated to fill the Command Staff roles is 
maintained by the District Office. This plan includes information on page 17. 

 

 
Incident Commander 

 

Directs the incident management activities using strategic guidance provided by the Superintendent or 

designee.  This role must be filled and an alternate IC named. 
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Responsibilities and duties include: 

 Establish and manage Command Post, establish the incident organization and determine 

strategies to implement protocols (adapt as needed) 

 Monitor incident safety conditions; develop measures for ensuring safety of building occupants 

 Coordinate media relations and information dissemination with those in the Key Roles defined 

 Develop working knowledge of local/regional agencies, serve as the primary on-scene contact for 

outside agencies assigned to an incident, and assist in accessing services when the need arises 

 Document all significant activities 
 
 

 

 
Incident Commander and Tactical Operations  
 

Directs all tactical operations (actions) of an incident including the implementation of response/recovery 

activities according to ICS, care of students, first aid, psychological first aid, search and rescue, site 

security, damage assessment, evacuations and the release of students to parents. 

 

Responsibilities and duties include: 

 Monitor site utilities (i.e. electric, gas, water, heat/ventilation/air conditioning) and shut off only 

if danger exists or directed by the Incident Commander and assist in securing the facility 

 Establish medical triage with staff trained in first aid and CPR, provide and oversee care given to 

injured persons, distribute supplies and request additional supplies from the Logistics Section 

Incident Commander  Directs incident management activities 

Alternate IC is required.

Planning

Responsible for 
collection, evaluation, 
dissemination, and use 

of information

Operations

Carries out response 
activities, universal 

procedures, etc.

Logistics

Responsible for 
organizing resources 

and personnel

Finance & 
Administration

Responsible for incident 
accounting, costs and 

reimbursement

Public Information Officer (PIO)

Acts as liaison between school and public   
(including media) Safety Officer

Responsible for overall safety of               
all persons involvedLiaison Officer

Responsible for coordinating with 
outside/emergency agencies
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 Provide and access psychological first aid services for those in need and access local/regional 

providers for ongoing crisis counseling for students, staff and parents/guardians 

 Coordinate the rationed distribution of food and water, establish secondary toilet facilities in the 
event of water or plumbing failure and request needed supplies from Logistics Section 

 Document all activities 

 
Incident Commander & Planning 
 

Collects, evaluates and disseminates information needed to measure the size, scope and seriousness of 
an incident and to plan appropriate incident management activities. 
 
Responsibilities and duties include: 

 Assist Incident Commander in collection and evaluation of information about incident as it occurs 
(including site map and area map), assist with ongoing planning efforts and maintain incident log 

 Document all activities 

 
Logistics Role 

 
Supports IC by securing and providing personnel, equipment, facilities, resources and services for incident 
resolution. Coordinates personnel, assembling and developing volunteer teams, and facilitates 
communication among incident responders. This function plays a major role in an extended incident. 
 
Responsibilities and duties include: 

 Establish and oversee communications and activities during an incident (two-way radio, written 
updates, etc.); develop telephone tree for after-hours communication 

 Establish and maintain school and classroom preparedness kits, coordinate access to and 
distribution of supplies during an incident and monitor inventory of supplies and equipment 

 Document all activities 

 
Finance Administrative Role 
 

Oversees all financial activities including purchasing necessary materials, tracking incident costs, arranging 
contracts for services, timekeeping for emergency responders, submitting documentation for 
reimbursement and recovering school records following an incident. 
 
Responsibilities and duties include: 

 Assume responsibility for overall documentation and recordkeeping activities; when possible, 
photograph and videotape damage to property 

 Develop a system to monitor and track expenses 

 Account for financial losses in accordance with district policy and secure all records 

 
Finance Coordination of Interagency Agreements 

 

The district may have a set of interagency agreements with various agencies to aid in timely 
communication.  In the event of an incident involving outside agencies, a transfer of command from the 
school Incident Commander to a responding agency will occur.     

 
Finance Coordination of Resources and Equipment 
  

The district will use its own resources and equipment to respond to incidents until first responders arrive.   
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6. Information Collection, Analysis and Dissemination  

The district will collect, analyze, and disseminate information during and after an incident.   

 

Types of Information 

During an incident, the district will assign administrative staff to monitor weather and local law 

enforcement alerts.  This information will be analyzed and shared with the Incident Commander. 

After an incident, the school will assign staff to monitor websites and hotlines of mental health, 

emergency management and relief agencies. The school will also monitor the school district information 

portal, to determine any information pertinent or critical to the school’s recovery effort. 

 
Information Documentation 

The assigned staff member will document the information gathered including: 

 Source of information 

 Staff member who collected and analyzed the information 

 Staff member to receive and use the information 

 Format for providing the information 

 Date and time the information was collected and shared 

 

 

7. Training and Exercises 

To ensure school personnel and community responders are aware of their responsibilities under the 
safety plan, the following training and exercise actions will occur.     

 

 

Training Needs 
 

All school staff, students, and others deemed appropriate by the school should receive training during the 
school year to better prepare ad respond to an incident. 

 
At the start of school year or as changes are made to roles, the following events should be planned: 

 Incident Command (IC) Training – Training should be completed prior to assignment to an ICS role.  

See FEMA programs at www.training.fema.gov.  ICS classes are also offered through the NYS 

Division of Homeland Security and Emergency Services (DHSES) at www.dhses.ny.gov and the 

district’s insurance company resources may also support a variety of needs. 
 

 Annually, the following should be planned 

o Review evacuation posters and safety plans are distributed and within view 

o Review S-H-E-L-L procedures with all 

o Review roles to perform during an emergency 

o Review the communications and notifications requirements of the plan 

o Brief students on roles they perform during an emergency 

 
 

http://www.dhses.ny.gov/
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Required Drills & Exercises 

 

At a minimum, the school will conduct the following exercises/drills annually: 

 Section 807 of the Education Law mandates that pupils must receive instruction on how to exit 

the building in the shortest possible time without confusion or panic.  The instruction must be in 

the form of drills or rapid dismissals and must include a minimum of 12 drills each school year. 

 8 NYCRR Section 155.17 (e)(3) - each building level emergency response plan shall be tested 

including sheltering and early dismissal (no earlier than 15 minutes before normal dismissal). 

 1 - Lockdown drill – Announced (first marking period) 

 3 - Lockdown drills – Unannounced (quarterly - following first announced drill) 
 

Lockdown drills will be conducted internally to ensure that school staff have the ability to secure the 

facility and students against an immediate threat to life and safety.  Such drills will cause minimal 

interruption to academic activities and will involve the clearance of hallways, locking of classrooms and 

positioning of students and staff in pre-designated “safe areas” within each room.  Where possible, the 

school should seek out opportunities to conduct full-scale response exercises with law enforcement.   
 

Whenever a lockdown drill will be conducted, whether announced or unannounced, the school will notify 

local law enforcement and/or the regional 911 Emergency Dispatch Center prior to and at the conclusion 

of the drill.  This will be done to ensure that law enforcement does not receive a false report that the 

school is in actual lockdown.  Announcements made during a drill will start and end with the phrase “this 

is a drill”.  This will ensure that all involved recognize that this is a drill and not a real incident (i.e. “may I 

have your attention, this is a drill – LOCKDOWN – this is a drill”).  Additionally, a sign will be placed at all 

public entrances that a drill is in progress and operations are on hold “SAFETY DRILL IN PROGRESS - 

PLEASE WAIT”  in order to notify any uninformed parents or visitors and prevent unwarranted panic.  

  

 
 

8. Administration, Finance and Logistics 
 

The School will plan for partnerships that may assist district operations during and after an incident.   

 
Agreements and Contracts 
 
If school resources prove to be inadequate during an incident, the school will request assistance from 
local emergency agencies, other agencies and industry in accordance with existing Memoranda of 
Agreement (MOA).  Such assistance includes equipment, supplies and/or personnel.  All agreements are 
entered into by authorized school district and school officials. 

 
Documentation 

 
Maintaining accurate logs and recording key incident management activities by MOA or contracts might 
include an understanding of 

 Activation or deactivation of facilities 

 Increased commitments, major adjustments of resources, or requests for additional resources  

 Issuance of protective action recommendations  

 Evacuation areas 
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 Casualties 

 Containment, closure or resolution of the incident 

 
Incident Costs 

 

The district will summarize and record the use of personnel, equipment and supplies to obtain an estimate 
of incident response costs that can be used in preparing future school budgets and to share these costs 
with the Superintendent and District Business Office.  These records may be used to recover costs from 
the responsible party or insurers or as a basis for requesting financial assistance for certain allowable 
response and recovery costs from the State and/or Federal government. 

 
Preservation of Records 

 

In order to continue normal school operations following an incident, records such as legal documents and 
student files must be protected (i.e. in the event of a fire and flood). 

 
External Agency Resources to Use and Access 
 

The Public School Fire Incident Reporting Form must be submitted to the NYSED.  
This form was revised 06/2019 and the direct link to access the direct entry form is HERE 

 
External Agency Contact Information 

 

 THE STATE EDUCATION DEPARTMENT / THE UNIVERSITY OF THE STATE OF NEW YORK  
Office of Facilities Planning  
89 Washington Avenue, Room 1060 Education Building Annex, Albany, NY 12234  
Tel. (518) 474-3906    
Website: http://www.p12.nysed.gov/facplan/ 
 

 Utica National Insurance Company 
Claims and Guidance about Making Claims 

  1-800-598-8422 (800-59-UTICA) 

 
9. Authorities and References  

The following are State and Federal authorizations upon which this School ERP is based.  These authorities 
and references provide a legal basis for emergency management operations and activities.  
 

 The New York State Safe Schools against Violence in Education (Project SAVE) and 8 NYCRR Section 
155.17 require that school emergency plans define the chain of command in a manner consistent 
with the Incident Command System (ICS). Refer to Appendix B for the defined chain of command.  

 New York State Executive Order 26.1 (2006), established ICS as the state’s standard command and 
control system that will be utilized during emergency operations.  

 Homeland Security Presidential Directive (HSPD) – 5 required the development of National 
Incident Management System (NIMS), of which ICS is a critical component. 

 
 

http://www.p12.nysed.gov/facplan/documents/FireIncidentReportForm.pdf
http://www.p12.nysed.gov/facplan/
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PART II 
Laws that Guide Safety District Public Health Emergency Plans 
 
This Public Health Emergency Plan is built upon the components already existing in the Poland Central 
School District Safety Plan that also incorporates Building-Level Emergency Response Plans and District’s 
Crisis Plan. The extension of current plans is developed in collaboration with a cross-section of the school 
community and public health partners.  The Public Health Emergency Plan will be evaluated and exercised 
routinely as part of the overall District-Wide School Safety Plan. The District-Wide School Safety Team 
assumes responsibility for development and compliance with all provisions of this Plan and 
implementation at the building level through the Building-Level Emergency Response Team. All district 
plans will be regularly reviewed and updated to reflect current best practices. 
 
Effective April 1, 2021, Labor Law §27-c, amends Labor Law §27-1 and adds a new provision to Education 
Law §2801-a.  Labor Law §27-c requires public employers develop operation plans in the event of certain 
declared public health emergencies. Education Law §2801 requires school districts develop plans 
consistent with the new Labor Law requirement. Specifically, public employers must prepare a plan for 
continuation of operations in the event that the Governor declares a public health emergency involving a 
communicable disease. Educational institutions must prepare plans consistent with Labor Law §27-c as 
part of their school safety plans pursuant to newly added subsection (2) (m) of Education Law §2801-a. 

  
Required Plan Components 
 
The district plan meets the legal requirements through three key components: 
1. Prevention/Mitigation  

1.1 The district will maintain a list and description of positions and titles considered essential with 
justification for that determination. 

1.2 The district will plan specific protocols that, when needed, will enable non-essential employees 
to telecommute. 

1.3 The district will provide a description of how, to the extent possible, work shifts of essential 
employees will be staggered to reduce workplace overcrowding. 

 
2. Protection/Preparedness  

2.1 The district will maintain protocols for (a) directing activation of the plan and (b) supplying 
personal protective equipment (PPE) supplies to essential workers in the amount of two pieces 
of each PPE device needed for each work shift for at least six months. Such protocol must include 
a storage plan of the equipment that will prevent degradation and permit immediate access in 
the event of an emergency declaration. 

 
3. Activation/Response  

3.1 The district will deploy protocols to prevent disease spread in the workplace and address 
instances when an employee or contractor is exposed, exhibits symptoms, or tests positive for 
the relevant communicable disease. Such protocols must include disinfection of the individual’s 
work area and common areas and include policy on available leave with respect to testing, 
treatment, isolation or quarantine. 

3.2 The district will implement procedures to document the specific hours and work locations of 
essential workers for purposes of aiding in tracking disease, identifying exposed workers, and 
facilitating the provision of any benefits that may be available to employees. 

3.3 The district will coordinate with the locality, to the extent applicable to the workplace, to identify 
sites for emergency housing for essential employees to contain the spread of disease. 
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1.  Prevention/Mitigation 
 
An important resource for the District in preventing communicable disease is the Local Health Department 
(LHD). This agency will determine the need for activation of our plan. The procedures directed by this 
agency will be followed by administrators, principals, and school nurses for reporting communicable 
disease, including Coronavirus, Influenza, etc., and communicating with the Health Department. 
 
The district will report suspected and confirmed cases of influenza on the monthly school’s Communicable 
Disease Report, (DMS-485.7/93; HE-112.4/81) and submit the data through established protocols. 
 
In turn, the LHD will monitor County-wide cases of communicable disease and inform school districts as 
to appropriate actions.  
 

 The superintendent of schools will help coordinate pandemic planning and response efforts. The 
superintendent will work closely with the District-Wide School Safety Team. This team has 
responsibility for reviewing and approving all recommendations and incorporating them into the 
District-Wide School Safety Plan. The school district Medical Director and school nurse(s) will be 
vital members of the Safety Team, as well as the District Technology Director. The latter will assist 
with the technology response effort (communication and notification). The Human Resources 
Director (District Clerk, Business Official, Facility Director, Food Service Director, Transportation 
Supervisor, Public Information Officer, and District Curriculum Director(s) will also be vital to the 
planning effort. Other non-traditional individuals may also be necessary for coordination. 

 The District-Wide School Safety Team will review and assess any obstacles to implementation of 
the Pandemic Plan. 

 Prevention efforts will emphasize hand-washing and cough/sneezing etiquette through direct 
instruction, posted resources, and use of educational campaigns such as the CDC Germ Stopper 
Materials; Cover Your Cough Materials; It’s a SNAP Toolkit; and the NSF Scrub Clean. The 
resources included by name are accessible at http://www.cdc.gov/flu/school/.  

 The District-wide School Safety Team will educate and provide information to parents, staff, and 
students about the Pandemic Plan and how to make an informed decision to stay home when ill. 
The Team will also provide recommendations on how to communicate planning and prevention 
messages and at what frequency they will be most effective. 

 
 

1.1   Essential Positions/Titles 
 

In the event of a government-ordered shutdown, the district is required to have an established directory 

of all on-site job positions and functions necessary to maintain district operations. The employee positions 

and titles not deemed necessary to be conducted on-site at 74 Cold Brook Street, Poland, NY will be 

deemed positions positions/titles that could function remotely. Each department will complete a review 

of positions and titles to ensure the established list is vetted and known. To establish the district-specific 

list, considerations shall include: 

1. Title – explain the remote functionality during a state-ordered reduction of in-person workforce. 

2. Description – give a description of job function.  

3. Justification – give a description of critical responsibilities that could not be provided remotely. 

4. Work Shift – explain how work shifts will be staggered reduce overcrowding at the worksite.  

5. Protocol – explain how precise hours and work locations, including off-site employment functions, 

will be documented for contact tracing. 

 

The information compiled by each department is an Appendix titled Essential Employee Worksheets. 

http://www.cdc.gov/flu/school/
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1.2   Protocols Allowing Non-Essential Employees to Telecommute  
 
The district has identified device/hardware access and internet connectivity as essential needs to 
supporting remote work for school employees. To quickly implement a plan with remote employee 
functions, the district will maintain an annual list of on-site district technologies. Such list will include the 
number of devices, the inventory of Wi-Fi hotspots, modems, routers, and the status of each employee’s 
access to high-speed internet. This information will be collected as part of the annual employee contact 
demographics.  

 
Additionally, the district will maintain an ongoing inventory of technology services accessible through 
cloud applications.  

 
To ensure digital equity for employees, the following areas must be routinely evaluated: 

 Mobile Device Assessments: 

o The district must survey department staff to determine the need for devices at home 
to maintain operational functions as well as instructional services. 

o The district must conduct a cost analysis of technology device needs to sustain 
availability at times distribution is necessary. 
 

 Internet Access Assessments: 
o The district must survey department staff to determine the availability of viable existing 

at-home Internet service. 
o The district must conduct a cost analysis of Internet access needs should the district 

deem access to be in the interest of public safety. 

 Providing Mobile Devices and Internet Access: 

o To the extent practicable, the district will regularly develop procurement processes for 
purchasing, configuring, and distributing, if and when available, appropriate mobile 
devices to those employees determined to be in need. 

o To the extent practicable and technically possible, the district will develop procurement 
processes for, and when available, provide appropriate Internet bandwidth to those 
determined to be in need. Wi-Fi hotspots, residential, and commercial Internet options 
will be evaluated for effectiveness within the District boundaries. 

Since district consumers are students, any plan to evaluate school employees’ ability to work remotely 
must evaluate digital equity for students. To support pandemic planning, the following student data 
should be collected annually (as reported by PK-5 parents and self-reported for grades 6-12): 

 The number of devices within the household accessible for student use;  
 The accessibility of high-speed broadband at the home residence; 
 The number of devices the district would need on hand to equip all students enrolled in the 

district with devices; 
 The number of internet access accounts that would be required to equip students without 

high-speed broadband access; and 
 The number of students who would need alternate ways participate in learning and gain 

mastery of the state Learning Standards in where the geographic location of the residence or 
other barrier prevents access to devices and/or high-speed internet. Instructional models that 
include non-digital ways for students to participate in learning and demonstrate mastery of 
state learning standards in remote or blended models when access to devices and/or high-
speed internet is not feasible must be maintained. 
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The collected data for staff and students will result in the need for the district to have a plan for 
distribution. Plans for device pick-up and/or delivery when an abrupt shut-down occurs should be 
regularly evaluated and communicated. To support pandemic planning, the district will establish a 
process to issue technology to district employees and to district parents/guardians for student use.  
Efficient distribution of technology offers the district increased flexibility for continuity of learning 
during extended closures and other critical needs, including but not limited to: 
 

 Communication (e-mail, phone, online conferencing, social media) 
 Teacher/student and student/student interaction (office hours, check-ins, peer collaboration) 
 Instruction (video/audio content, synchronous and asynchronous online learning- remotely or 

in person) 
 Content delivery and distribution of assignments (i.e. Google Classroom) 
 Use and management support 

o Adaptive technologies/software applications should be explored, to the extent practical, 
to support individual student learning needs 

o Asset tracking software applications should be deployed to coordinate and track device 
distribution, manage licenses, and develop a central help desk function for all 

 Knowing the extent of the need for non-digital (such as paper copy) learning models. 
 Professional development on the learning modes to be used during a necessary school closure:  

o Hard copy, self-directed lessons 
o Media devices for storing and delivering lessons (CDs, Jump Drives) 
o On-line instruction platforms; on-line resources; on-line textbooks 
o Google classroom assignment postings and follow-up communication via telephone; mail 

service; cell phone, cell phone mail, text messages; e-mail; automated notification systems; 
and website postings 

At any point a significant school closure occurs or appears imminent, the superintendent shall evaluate 
the continuity of instruction in the event of significant absences. Closures across multiple days will result 
in examination of the need to restructure the school calendar. Such decision will be made in consultation 
with all available guidance from the New York State Education Department during the crisis period.  

 
1.3   Staggering Work Shifts of Essential Employees – Reducing Overcrowding 
 
Depending on the exact nature of the communicable disease and its impact, Poland Central School District 
will apply a variety of strategies to maintain social distancing requirements and minimize building 
occupancy. The district will evaluate and implement protocols such as  

 Limiting building occupancy to 25%, 50% or 75% of capacity or the maximum allowable by State 
or Local guidance. 

 Forming employee work shift cohorts to limit potential contacts. 

 Limiting employee travel within the building. 

 Identifying restrooms for specific departments/floors/users. 

 Staggering arrival and dismissal times. 

 Alternating on-site work-days or work weeks. 

 Reducing the number of on-site work days. 

 Limiting or eliminating visitors to facilities. 

 
The base strategies identified may be expanded to address the specific, unique circumstances of the public 
health emergency. Poland Central School District will make individual medical accommodations for 
students or employees as defined by applicable law, regulation, and policy. 
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2.  Protection/Preparedness 
 
To support collective safety, Poland Central School District Safety Plans utilize school community partners 
to assure complementary efforts. We have collaborated with our representatives from the Local Health 
Department, Office of Emergency Management, Department of Mental Health, our school Safety Patrol 
Officer, the Herkimer-BOCES Safety Office Director and Safety Office employees, the Oneida-Herkimer- 
Madison BOCES Safety Office, and the Oneida BOCES school policy service. Members of these agencies 
and employees in named titles attend quarterly District-wide School Safety Team meetings.  

 
The intentional collaboration and inclusion of experts in the field allows the district to provide a focus on 
safety, protection, and preparedness for pandemic needs. 
 
 

2.1 (a) Responsibility for Activating the Pandemic Plan    
 
For safety incidents that impact students enrolled at Poland Central School District, the superintendent 
will activate the District-wide Command Center. This Command Center structure is part of the written to 
Poland Central School District Safety Plan.  

 
At Poland Central School District, the superintendent of schools is School District Incident Commander. 
The Incident Commander engages the Safety Team to implement plan components. The District-wide 
Incident Command Structure is noted in ensuing tables. 
 

 ROLES 
 

 Incident Commander 

 Name Title 

Primary Laura Dutton Superintendent 

Alternate Greg Cuthbertson Principal/Deputy Superintendent 

Alternate Chad Hess Facilities Director 

 

 Safety Officer 
 Name Title 

Primary Adam Hutchinson BOCES Safety Office Director 

Alternate Laura Dutton Superintendent 

 

 Liaison Officer 

 Name Title 

Primary Laura Dutton Superintendent 

Alternate Greg Cuthbertson Principal 

Alternate Eric Taylor Transportation Supervisor 

 

 Public Information Officer 

 Name Title 

Primary Laura Dutton Superintendent 

Alternate Bryon Ackerman Communications Specialist 

Alternate Adam Hutchinson BOCES Safety Office 
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COMMAND POST 
 

 Location 
  Primary Location  Alternate Location 1 

Interior Site  District Office  Main Office 

Exterior Site  Bus Garage  Town Park & Fire House 
 
 

NOTE:  Poland Central School District Incident Command Staff and the location of the Command Post will 
complement and work in concert with Federal, State, and Local Command Systems. 
 
 

 The COVID-19 Pandemic illustrated to schools the need to designate at least one COVID-19 safety 
coordinator (administrator or licensed specialist), for each of its schools as defined by BEDS number. The 
coordinator will work in conjunction with the superintendent to comply with all aspects of the pandemic 
reopening plans, as well as plan phased-in reopening activities, and identify any barriers to be resolved 
before activities return to normal or “new normal” levels.  

 

 Coordinators shall assist when pandemic disease is confirmed and shall support subsequent 
communication needs. Additionally, the superintendent and/or designated coordinators shall be 
responsible for maintaining a directory of known cases of disease, suspected cases of disease, and will 
answering questions from parents and legal guardians, students, faculty, staff, and community members 
regarding the public health emergency and protocols being implemented by the school.  

 
 
BUILDING PANDEMIC HEALTH & SAFETY COORDINATORS 
 

 Name Title 

Primary 
Coordinator 

Greg Cuthbertson Principal 

Secondary 
Coordinator 

Rosanne Ozog Registered Nurse 

 
 Public health emergency communications from the superintendent and coordinators to parents and 

legal guardians, students, faculty, staff, and community members shall occur in a variety of ways 
and may include the district website, posters, general mailings, e-mail, presentation and recordings, 
phones and cell phones, texting, reverse 911 systems, and public media.  

 
 The school district Public Information Officer (PIO) identified in the table on page 5 of this plan shall 

coordinate this effort and act as the central point for all communication. The PIO will also retain 
responsibility or delegating to an alternate incident commander the contact with media partners. 
The PIO will work closely with the Mohawk Regional Technology Director to assure proper function 
of software and technology communication systems. This coordination will include the use of 
redundant communication systems as available. Current examples of these systems include School 
Messenger, Parent Square, Twitter, Facebook, WKTV, Spectrum News, and the Observer Dispatch.  

 
Team members are expected to work closely together to make recommendations for revising and 
enhancing the plan. 
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SAFETY TEAM MEMBERS 
 

Name Title or Function 

  Laura Dutton  Superintendent 

  Chad Hess  Business Official 

  Donna Wellington  District Clerk 

  Michele Szarek  Board Member Liaison  

Greg Cuthbertson Principal 

Eric Taylor  Transportation Supervisor 

Janice Watrous Guidance Director 

Heather Dupont Herkimer County School Patrol Officer 

Adam Hutchinson Herkimer BOCES Safety Director 

Tanya Steves OHM BOCES Kitchen Manager 

 

Name Title or Function 

  Thomas Basel   Secondary Building Representative 

  Nancy Goodney   Account Clerk-Typist/ Note Keeper 

  Tracy Graulich   Elementary Building Representative 

  Jessica Hartman   Administrator 

  Greg Haver   Athletic Director 

  Tracy Irwin   Teacher Assistant / Parent Liaison 

  Jan Kochan   Guidance Counselor 

  Michael Gagnon, Tracy Theilmann   Teacher Association President 

  Rosanne Ozog   Nurse 

 
 
2.1(b) Responsibility for Supplying Personal Protective Equipment  
 

Business Office operations and functions are not only essential for ongoing operations during a public 
health emergency but have a primary role in the responsibility of garnering sufficient personal protective 
equipment (PPE). The critical functions of the Business Office operations include ensuring access to 
primary communication systems, which includes adequate phone lines, hand-held radios, cell phones, e-
mail subscriptions and software applications (such as those currently in use by the district: School 
Messenger and Parent Square). Additionally, the ongoing completion of payroll is necessary. 
 
For this reason, the district implemented a redundancy model to ensure overall operations and purchasing 
needs would be met. As needed, professional development to support secondary personnel functions are 
delivered to the staff.  

 
 

BUSINESS OPERATIONS FUNCTIONS & BACK-UP PERSONNEL 
 

 Name Title Function 

Primary Chad Hess School Business Official Purchasing Agent 

Secondary Laura Dutton Superintendent Alternate Purchasing Agent 

Primary Charlene Gross Account Clerk / Typist District Treasurer 

Secondary Donna Wellington Secretary to the Superintendent Deputy District Treasurer 

Primary Laura Dutton Superintendent Certification of Payroll 

Secondary Chad Hess School Business Official Certification of Payroll 
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To support the ability to continue these essential functions off-site and remotely, the district has access 

to four virtual private network (or VPN) access codes. These codes are issued to District Office and 

Business Office employees for the purposes of processing a remote payroll, controlling 

heating/ventilation/and cooling systems from a remote device, and accessing archived records and files 

stored on the local network.  

 
Pandemic Planning for the Business Office also requires awareness that 

 The district will provide employees with acceptable face covering at no-cost to the employee 

and shall maintain an adequate supply of face coverings for replacement. 

 Face coverings will include masks to protect other people when the wearer is unknowingly 

infected (The COVID-19 pandemic revealed that some people have no symptoms but do carry 

the disease). 

 A cloth face covering may be distributed when a surgical mask, respirator, or other personal 

protective equipment must be specifically issued to a school employee such as the district’s 

registered nurse. 

 When face coverings are required, the district will provide instruction to staff and students on 

proper use, removal, and washing of cloth face coverings. 

 Procurement of face covering items and PPE, when possible, will be done by cooperative bidding. 

 At times when PPE becomes necessary, staff and students may be afforded the opportunity to 

use personal items that comply with safety standards and the Code of Conduct. Specialized PPE 

(N95s, face shields, gowns, gloves, etc.) may be required for specific work tasks and will be 

provided as deemed necessary. All individuals that are required to wear N-95 respirators will be 

fit-tested and medically screened prior to use to assure they are physically able to do so.  

 When face coverings are necessary and unavailable to students, the District will provide them. 

 The Business Official and Facilities Department shall guide protocols for the district PPE needs 

and its storage. For the purposes of supply management, the table below identifies parameters 

for preparedness for a future pandemic. 

 

INVENTORY PLANNING 

PPE for General Population 

Group 
Group Consumption 

Rate Over 5 Days  

10 Week Supply 
100% In-Person 

Attendance 

10 Week Supply 
50% In-Person 

Attendance 

Assumptions of  
Current Group 

Size 

Students 3 Masks * 15,000 7,500 500 

Staff 5 Masks 6,250 3,125 125 

Nurse 10 Masks  500 250 1 

 

*Note:  During the COVID-19 pandemic, students demonstrated preference for PPE provided by parents 

and legal guardians. Employees showed a similar predisposition. Shortfalls among the student group 

are accounted for in fully supplying every employee. 
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PPE for High Intensity Contact with Students 

Item 1 Week Supply for 1 Staff 12 Week Supply Assumptions 

Disposable Nitrile Gloves 10 120 10 per Week per Staff 

Disposable Gowns 10 120 10 per Week per Staff 

Eye Protection 2 n/a 2 Re-usable per Staff 

Face Shields 2 n/a 2 Re-usable per Staff 

Waste Disposal Medium 1 n/a 1 Unit per Staff Total 

N-95 Respirators* 10 120 10 per Week per Staff 
 

*Note: N-95 respirators are recommended only if staff will be in contact with a suspected COVID-19 
positive case and/or aerosol-generating procedure. Those employees required to wear N-95 respirators 
will need to be fit tested and medically evaluated in order to determine if the employees are capable of 
wearing an N-95 respirator without impacting health. 

 
As part of its routine cleaning protocol, the district custodial and maintenance employees will inventory 

and regularly stock each wing of the building with district-approved essential cleaning supplies for 

pandemic response. Supplies within custodial closets will meet needs to continue essential building 

functions and the cleaning of critical areas such as bathrooms for the maximum number of school days 

that occur in one month (19).  Bulk storage supplies will be maintained in the dry basement storage areas 

designated and will be sorted by sprays/solvents and paper/paper products and masks.  

 
Additionally, the district will provide access to materials and supplies such as sanitizers, gloves, and sprays 

to allow employees who seek to treat surfaces and work setting the tools to do so. Second shift custodial 

and maintenance employees will equip each room with a standard supply list each work day. Primary 

areas for address shall be doorknob and surface disinfection. Products not approved by the school district 

and not having a material data safety sheet on file shall not be utilized. 

 
 
3.  Activation/Response 
 

The District-Wide School Safety Team will meet to determine the need for activation of a pandemic safety 

plan based on internal monitoring and correspondence with the local department of health and other 

experts. Each Building-Level Emergency Response Team will be informed that the Plan has been activated. 

 
 The entire Incident Command Structure at both the District and Building level will be informed that 

the response effort has been enacted. These individuals will meet to discuss the Plan’s activation and 

review responsibilities and communication procedures. 

 
 The PIO will work closely with the Technology Director to re-test all communication systems to assure 

proper function. The District-wide School Safety Team and Building-Level Emergency Response 

Teams will assist in this effort.  

 
 Based on the latest information from collaboration with our partners, and to send a message 

consistent with public health authorities, the PIO will utilize the communication methods previously 
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described to alert the school community of the activation of our District-Wide School Safety Plan as 

it specifically applies to pandemics. 

 

 The Business Official will meet with staff to review essential functions and responsibilities of back-

up personnel. Ability to utilize off-site systems will be re-tested. The Business Official will monitor 

utilization of supplies, equipment, contracts, and provided services and adjust as necessary. 

 

 The Facility Director will meet with staff and monitor the ability to maintain essential functions. The 

Facility Director will review essential building function procedures with the Principal and command 

chain. Sanitizing procedures will be reviewed with teachers and others who may be utilized or who 

may opt to utilize the materials and supplies. The Facility Director will work closely with the Business 

Official or designee to implement different phases of the Plan as necessary. 

 

 The Superintendent will meet with staff to review essential functions and responsibilities of back-

up personnel. The District Clerk will assist in monitoring absenteeism to assure maintenance of the 

Command Structure and possible need to amend existing procedures.  

 

 Based on recommendations from Local and State Authorities, schools may be closed. All plans for 

continuity of instruction will be implemented as previously described. 

 

 If the decision is made to close a school building the school district will notify the NYS Education 

Department and District Superintendent at Herkimer-Fulton-Hamilton-Otsego BOCES. This 

notification may occur on a required Education Department portal or any other avenues that are 

needed to make this communication. 

 

 The district will make Individual medical accommodations for students or employees as defined 

by applicable law, regulation, and policy. 

 
3.1 (a) Preventing Spread 
 

The district will prevent spread of communicable disease and address known exposures consistent with 

the recommendations that the Center for Disease Control (CDC) and the New York State Department of 

Health (NYSDOH) issued during the COVID-19 pandemic. Prevention efforts should be based on 

anticipating exposures of individuals will occur within the district, regardless of the level of community 

transmission. 

 

Sanitizing lowers the number of germs on surfaces or objects to a safe level, as judged by public health 

standards or requirements. Sanitizing works by either cleaning or disinfecting surfaces or objects to lower 

the risk of spreading infection. 

 

 Cleaning and disinfecting protocols are significant to prevention. Cleaning removes germs, dirt, and 

impurities from surfaces or objects. Cleaning works by using water and soap (or detergent) to 

physically remove germs from surfaces. This process does not necessarily kill germs, but by 

removing them, lessens the risk of spreading infection. Visibly soiled surfaces and objects should 

always be cleaned first. Surfaces or objects soiled with body fluids or blood should be cleaned using 
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gloves and other standard precautions to avoid coming into contact with the fluid. The fluid or 

blood spill should be removed and the spill surface should be disinfected. 

 

 Routine cleaning of school settings includes: 

o Cleaning high contact surfaces that are touched by many different people, such as light 

switches, handrails and doorknobs and door handles; 

o Dust-mopping and wet-mopping or auto-scrubbing floors; 

o Vacuuming entryways and high traffic areas; 

o Removing trash;  

o Cleaning restrooms; 

o Wiping heat and air conditioner vents; 

o Spot cleaning walls; 

o Spot cleaning carpets; 

o Dusting horizontal surfaces and light fixtures; 

o Cleaning spills. 

 

 The district will provide classrooms, therapy rooms, and related service providers additional 

cleaning supplies to ensure continuous disinfecting of classrooms and therapy rooms that service 

students with complex disabilities where multiple tools are used for communication, mobility, and 

instruction. 

 

 Smaller areas and common areas, like kitchenettes and copy room areas, will include periodic 

cleaning and resources for employees to use for cleaning and disinfecting during a staggered use 

schedule. 

o Hand sanitizer dispensers will be located and installed in approved locations. 

o Hand sanitizer bottles will be distributed to staff as approved by Central Administration. 

o All existing and new alcohol-based hand sanitizer dispensers, installed in any location, are 

in accordance with the Fire Code of New York State (FCNYS) 2020 Section 5705.5. 

 

 Disinfecting kills germs on surfaces or objects by using chemicals to kill germs on surfaces or 

objects. This process does not necessarily clean dirty surfaces or remove germs, but by killing germs 

on a surface after cleaning, risk of spreading infection can be lessened. 

 The district’s facility director will ensure 

o Cleaning and disinfection protocols adhere to requirements from the Centers for Disease 

Control and Prevention (CDC) and the Department of Health; 

o Protocols will be specific and responsive to the type of facility;  

o Cleaner responsibilities will be promulgated and assigned; 

o Custodial logs will be maintained that include the date, time and scope of cleaning and 

disinfection; 

o Hand hygiene stations will be provided and maintained, including the ability for 

handwashing with soap, running warm water, and disposable paper towels, as well as an 

alcohol-based hand sanitizer containing 60% or more alcohol for areas where handwashing 

is not feasible; 
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o Regular cleaning and disinfection of facilities and more frequent cleaning and disinfection 

for high-risk areas used by many individuals and for frequently touched surfaces, including 

desks and cafeteria tables will be conducted; 

o Regular cleaning and disinfection of restrooms will be performed; 

o Cleaning and disinfection of exposed areas will be performed in the event an individual is 

confirmed to have COVID-19, with such cleaning and disinfection to include, at a minimum, 

all heavy transit areas and high-touch surfaces; 

o Appropriate cleaning and disinfection supplies will be provided to faculty and staff as 

approved by Central Administration; 

o The need for install additional hand sanitizer or paper towels stations throughout the 

facility will be evaluated. 

 

Upon request, Facilities Services will provide CDC-approved disinfecting solutions for on-the-spot 

disinfecting. Disinfecting should be done daily or after use, to the extent possible. Examples of frequently 

touched areas for disinfection in schools includes (but is not limited to): 

 Bus seats and bus handrails. 

 Buttons on vending machines and elevators. 

 Classroom desks and chairs. 

 Door handles and push plates. 

 Handles on equipment (e.g., athletic equipment). 

 Handrails, grab bars 

 Kitchen and bathroom faucets. 

 Light switches. 

 Lunchroom tables and chairs. 

 Related Services Spaces. 

 Shared computer or piano keyboards and mice. 

 Shared desktops. 

 Shared telephones. 

 
 
3.1 (b) Addressing Exposures and Confirmed Cases 
 
If a person is diagnosed with COVID-19 by a healthcare provider based on a test or symptoms or if a 
person does not get a COVID-19 test but has had symptoms, they should not be at school and should 
stay at home until: 
 

 It has been at least ten days since the individual first had symptoms; 

 It has been at least three days since the individual has had a fever (without using fever reducing 
medicine); and 

 It has been at least three days since the individual’s symptoms improved, including cough and 
shortness of breath. 

During the COVID-19 pandemic, the CDC issued guidance for when individuals on home isolation may 
end the isolation period in the document Discontinuation of Isolation for Persons with COVID-19 Not 

in Healthcare Settings➚. 

https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html
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During the COVID-19 pandemic, the CDC provided several resources for schools and employers. The 
decision tree on the next page was intended to help schools determine which set of mitigation 
strategies may be most appropriate for multiple and unique situations. 

 

 
CDC and NYSDOH Recommendations during the COVID-19 pandemic specifically included: 

 Closing areas used by a sick person and not using the areas until after cleaning and disinfection 

has occurred; 

 Opening outside doors and windows to the areas used by a sick person to increase air circulation; 

 Waiting at least 24 hours before cleaning and disinfection. If waiting 24 hours is not feasible, 

waiting as long as possible; 

 Cleaning and disinfecting all areas used by a person suspected or confirmed to have COVID-19, 

such as offices, classrooms, bathrooms, lockers, and common areas; 

 Reopening areas may occur after appropriate cleaning and disinfecting; 

 Allowing individuals who had limited “close and proximate” contact with the person suspected 

or confirmed to have COVID-19 to resume school activities is feasible immediately after cleaning 

and disinfection;  

 If more than seven days have passed since the person who is suspected or confirmed to have 

COVID-19 visited or used the facility, additional cleaning or disinfection is not necessary, but 

routine cleaning and disinfection should continue. 
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 Regularly referring to the DOH’s Interim Guidance for Public and Private Employees Returning 

to Work Following COVID-19 Infection or Exposure➚ for information on “close and proximate” 

contacts is advisable. As more information becomes known about communicable health 

diseases, current guidance may be amended. 

 The hyperlink above has a May 31, 2020 definition that reads: 
The New York State Department of Health considers a close contact to be someone who was within 
6 feet of an infected person for at least 10 minutes starting from 48 hours before illness onset until 
the time the person was isolated. 

 The same guidance memo requires employers to take the following actions responding to 
exposure.  

 
An employee who tests positive for COVID-19, regardless of whether the employee is symptomatic or 
asymptomatic, may return to work upon completing at least 10 days of isolation from the onset of symptoms 
or 10 days of isolation after the first positive test if they remain asymptomatic. 
 

Schools must follow CDC guidance for persons to return to school after exhibiting symptoms of COVID-

19. If a person is not diagnosed by a healthcare provider (physician, nurse practitioner, or physician 

assistant) with COVID-19 the person can return to school: 

 Once there is no fever, without use of fever reducing medicines, and they have felt well for 24 

hours; 

 If they have been diagnosed with another condition and a healthcare provider has provided a 

written note stating clearance to return to school. 

 

If a person is diagnosed with COVID-19 by a healthcare provider based on a test or symptoms or if a 

person does not get a COVID-19 test but has had symptoms, they should not be at school and should 

stay at home until: 

 

 It has been at least ten days since the individual first had symptoms; 

 It has been at least three days since the individual has had a fever (without using fever reducing 

medicine); and 

 It has been at least three days since the individual’s symptoms improved, including cough and 

shortness of breath. 

During the COVID-19 pandemic, the CDC issued guidance for when individuals on home isolation may 

end the isolation period in the document Discontinuation of Isolation for Persons with COVID-19 Not 

in Healthcare Settings➚. 

The District will work with DOH contact tracing employees to help limit and contain exposure. 

 If a student or staff member is infected during a public health emergency and the New York 

State Contact Tracing Program is implemented, the district will communicate with district 

stakeholders how the program functions.  

 During the COVID-19 pandemic, the New York State Contact Tracing Program notified the public 

that New York State has partnered with Bloomberg Philanthropies, Johns Hopkins Bloomberg 

School of Public Health and Vital Strategies to create the NYS Contact Tracing Program. The 

primary function of Contact Tracers is to work with people who have tested positive for COVID-

https://coronavirus.health.ny.gov/system/files/documents/2020/06/doh_covid19_publicprivateemployeereturntowork_053120.pdf
https://coronavirus.health.ny.gov/system/files/documents/2020/06/doh_covid19_publicprivateemployeereturntowork_053120.pdf
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html
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19 to identify people they have had contact with and let them know they may have been 

exposed to the disease. 
 During the COVID-19 pandemic, calls came from “NYS Contact Tracing” (518-387-9993); school 

community members were advised to answer this call.  

COVID Contact Tracers also serve employees, students, and families by making sure resources necessary 

to complete quarantine, such as groceries and supplies, child-care, medical care or medical materials 

are accessible to the quarantined person.  

 
3.2   Protocols for Documenting Essential Employees’ Work Hours and Locations 
 
The district will adapt to the emergency situation and implement protocols that most successfully support 
exposure and tracing efforts. 

 
The district will utilize a sign in and sign out process to track essential employees’ work schedules in the 
building. This will allow one system to be used for employees- whether they who work in the 
transportation department or main campus building. The protocol will include a timestamp entry. 
Additionally, essential employees who must interact with others will be advised to do their best to limit 
the time of interaction to less than 15 minutes.  

 
 
3.3   Emergency Housing for Essential Employees 
 
Emergency housing for essential workers is not considered to be generally required for school employees 
as opposed to healthcare workers and other critical care employees.  

 
Two important considerations for district employees should be established. 

1) The district has previously maintained an American Red Cross Shelter agreement. Therefore, 

the district is one of the shelter/emergency housing sites that may be considered. 

2) Local hotels/motels may not be an available resource for use, depending on the circumstances 

of the health emergency. During the COVID-19 pandemic, some sites under advisement of local 

authorities had restrictions in place. 

 
Current housing within 12 miles of 74 Cold Brook Street, Poland NY include: 

1) 6.9 miles: The Golden Maple Tree Inn, 8451 Old Poland Rd, Barneveld 
2) 9.7 miles: Pratt Smith House Bed and Breakfast, 10497 Cosby Manor Rd, Utica  
3) 11.6 miles: Days Inn by Wyndham, 150 N. Genesee St, Utica   (315) 797-8743 

 

At any time an emergency plan is enacted, Poland Central School District will be attentive to employee 

needs and will ensure all essential employees are aware of the district’s participation in an Employee 

Assistance Program (EAP) through the Herkimer BOCES. 

District Office will disseminate information to employees about EAP resources throughout the health 

emergency. EAP is a voluntary, work-based program that offers free and confidential assessments, 

short-term counseling, referrals, and follow-up services to employees who have personal and/or work-

related problems. EAPs address a broad and complex body of issues affecting mental and emotional 
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well-being, such as alcohol and other substance abuse, stress, grief, family problems, and psychological 

disorders. 

Individuals may access services in three locations (New Hartford, Rome, and Herkimer) and make direct 

communication with two phone numbers or the email noted: 

315-525-1370   
315-790-0523    

hrdirections@gmail.com 

  
Contact to the Employee Assistance Program by phone is available 24 hours/day, 365 days/year.  

 
The website https://globalhumanresourcedirections.com/employee-assistance-program/  provides 

employees examples of the specialized services available. Samples of the range of support programs 

include: counseling, mediation, career coaching, addiction support, pastoral services, attorney 

consultation, and financial advisement. 

 
 
Conclusions 
 

 Re-establishing the school curriculum as soon as possible is essential to the recovery process.  

 Thoughtful re-entry from a pandemic learning plan to the traditional learning the school provides 

should happen with a smooth transition and ample communication to the school community. 

 As the New York State Education Department deems to revise or amend the school calendar as 

deemed appropriate. 

 We will evaluate all building operations for normal function and re-implement appropriate 

maintenance and cleaning procedures. 

 Each Building-Level Post-incident Response Team will assess the emotional impact of the crisis on 

students and staff and make recommendations for appropriate intervention. 

 The District-Wide School Safety Team and Building-Level Emergency Response Teams will meet 

at regularly established intervals to de-brief and determine lessons learned and develop 

curriculum activities and lessons that may have assisted in helping to respond to the crisis.  

 Information from the PIO, Business Office, Human Resources, Facility Director, and Curriculum 

Supervisor will be vital to this effort. The District-Wide School Safety Plan and Building-Level 

Emergency Response Plans will be revised to reflect this.  
 
 
 
 
 
 
 
 
 
 
 
 
 

file://///pcsd-fs01.pcsd.mits.local/homes/Office/ldutton/Safety/hrdirections@gmail.com
https://globalhumanresourcedirections.com/employee-assistance-program/
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Appendix B: CDC Resources for Health and Safety 
 
 
Guidance and Planning Resources 

 Considerations for Schools 
 Indicators for Dynamic School Decision Making 
 Strategies for Protecting K-12 School Staff from COVID-19 
 Masks in Schools 
 Screening Students for Symptoms 
 Interim Considerations for K-12 School Administrators for SARS-CoV-2 Testing 
 Interim Guidance for Case Investigation and Contact Tracing in Schools 
 Considerations for K-12 Schools: Readiness and Planning Toolpdf icon 
 K-12 Schools COVID-19 Mitigation Toolkitpdf icon 
 Getting Schools Ready for In-Person Learning: How to Plan & Execute a COVID-19 Mitigation Walkthroughpdf icon 
 Monitoring and Evaluating Mitigation Strategies in K-12 Schools 

Parent Resources 
 COVID-19 Parental Resources Toolkit 
 School Decision-Making Tool for Parents, Caregivers, and Guardians 
 Back-to-School Planning Checklists for Parents, Caregivers, and Guardians 
 Help Children Learn at Home 

Web Resources 
 Support for Teens and Young Adults 
 Helping Children Cope 
 What School Nutrition Professionals and Volunteers at Schools Need to Know about COVID-19 
 School Nurses and Other Healthcare Personnel Working in Schools 

FAQs 
 K-12 Schools and Child Care Programs: FAQs for Administrators, Teachers, and Parents 

 
Fact Sheets 

 Students: Care for Yourself pdf icon[PDF – 688 KB] 
 Teachers: Encourage Your Students to Care for Themselves pdf icon[PDF – 977 KB] 
 Stay Healthy Wash Your Hands pdf icon[PDF – 571 KB] 
 Symptoms of Coronavirus Disease pdf icon[PDF – 354 KB] 
 How to Protect Yourself and Others pdf icon[PDF – 239 KB] 
 How to Safely Wear and Take Off a Mask pdf icon[PDF – 737 KB] 
 10 things you can do to manage your COVID-19 symptoms at home pdf icon[PDF – 401 KB] 
 Cover Your Sneezes pdf icon[PDF – 175 KB] 

 
 
 
 
 
 
 

https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/schools.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/indicators.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/k-12-staff.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/cloth-face-cover.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/symptom-screening.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/k-12-testing.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/contact-tracing.html
https://www.cdc.gov/coronavirus/2019-ncov/downloads/community/School-Admin-K12-readiness-and-planning-tool.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/FINAL-0321420_B_K-12_Mitigation_Toolkit508.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/321420-Walkthrough.pdf
https://www.cdc.gov/coronavirus/2019-ncov/php/monitoring-evaluation-k-12.html
https://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/parental-resource-kit/index.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/decision-tool.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/parent-checklist.html
https://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/children/learning.html
https://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/stress-coping/young-adults.html
https://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/for-parents.html
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/school-nutrition-professionals.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/school-nurses-hcp.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/schools-faq.html
https://www.cdc.gov/coronavirus/2019-ncov/downloads/mental-health/Students-Care-for-Yourself.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/mental-health/Teachers-Encourage-Your-Students-to-Care.pdf
https://www.cdc.gov/handwashing/pdf/Handwashing-Middle-School-8x11-p.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/COVID19-symptoms.pdf
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention-H.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/cloth-face-covering.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/10Things.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/cover-your-cough_poster.pdf
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Appendix C: Essential Employee Worksheet 
 

In the event of a government-ordered shutdown, the district is required to have an established directory of all on-

site job positions and functions necessary to maintain district operations. The employee positions and titles not 

deemed necessary to be conducted on-site at 74 Cold Brook Street, Poland, NY will be deemed positions 

positions/titles that could function remotely.  

1. Title – explain the remote functionality during a state-ordered reduction of in-person workforce. 

2. Description – give a description of job function.  

3. Justification – give a description of critical responsibilities that could not be provided remotely. 

4. Work Shift – explain how work shifts will be staggered reduce overcrowding at the worksite.  

5. Protocol – explain how precise hours and work locations, including off-site employment functions, 

will be documented for contact tracing (particularly if the District-adopted system will not suffice). 
 

 

Essential Employee Determination:     CSEA Unit Members Transportation, Custodial and Maintenance 

Title Description Justification Work Hours Protocol 

 Cleaner  Custodial Needs/Bldg √  If employees are working, clean impacted sites As Needed Sign-in/out 

 Maintenance Worker  Repairs, etc.  Address safety concerns, HVAC to maintain building As Needed Sign-in/out 

 Bus Driver  Delivery Needs  If student materials, lunches are required As Needed Sign-in/out 

 Mechanic  Evaluate Bus Needs  If buses are utilized As Needed Sign-in/out 

     

     

     

     

     

     

Essential Employee Determination:     Association of Poland Teachers 

Title Description Justification Work Hours Protocol 

 Registered Nurse Medical Records Review If no safe transfer of records can occur otherwise As Needed  Sign-in/out 

     

     

Essential Employee Determination:     Management Confidential Employees 

Title Description Justification Work Hours Protocol 

 Supervisor / Admin  Leadership Support Support essential employee needs, communication Limited #/wk  Sign-in/out 

 District Clerk  BOE Support Support essential employee needs, communication Limited #/wk  Sign-in/out 

     

Essential Employee Determination:     Non-Instructional Employees 

Title Description Justification Work Hours Protocol 

 District Treasurer  Payroll/Banking  Transactions on site that are necessary, required Limited #/wk  Sign-in/out 

 Account Clerk/Typist  Secretarial Support  Periodic response to messages, phones Limited #/wk  Sign-in/out 

     

     

     

Essential Employee Determination:     Other Titles 

Title Description Justification Work Hours Protocol 

 Superintendent of Schools  School District CEO On site leadership support for Management Conf. As Needed  Sign-in/out 

     

 
 



32 of 32 

 

 

 

END OF FILE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


