
Regular Meeting
Thursday, October 28, 2021 5:30 PM

Northland High School Room C113
316 Main St E

Remer, MN 56672

Agenda

1. Call to Order
2. Pledge of Allegiance
3. Mission Statement "Educate and inspire all learners to reach their full potential."
4. Adoption of Agenda
5. Recognitions

1. Thank you to Katelyn Edstrom and the Student Leadership Team for a fantastic 
Homecoming Week

6. Audience Recognition
7. Consent items

1. Approve the minutes from the regular meeting on September 16, 2021 and the 
special meeting on October 11, 2021

2. Approve September Treasurer's Report and Bills
3. Approve an overnight field trip for the boys basketball team on February 11, 2022 to 

Silver Bay, MN
4. Approve Logan Monroe as volunteer
5. Approve Licensed Seniority List for 2021-22
6. Approve Non-Licensed Seniority List for 2021-22
7. Approve the annual review of District Policies with no changes: 410 - Family and 

Medical Leave Policy; 414 - Mandated Reporting of Child Neglect or Physical or 
Sexual Abuse; 514 Brohibiotion of Harassment; 522 - Student Sex 
Nondiscrimination

8. First reading of revised District Policy # 413 - Harassment and Violence
9. First reading of revised District Policy #415 - Mandated Reporting of Maltreatment 

of Vulnerable Adults
10. First Reading of revised District Policy #446 - Pay Rates for Activities
11. First reading of revised District Policy #524 - Internet Acceptable Use Policy
12. First reading of revised District Policy #616 - School District System Accountability
13. Approve Resolution accepting gifts/donations to Northland Community Schools 

RESOLUTION ACCEPTING GIFTS/DONATIONS TO NORTHLAND 
COMMUNITY SCHOOL DISTRICT 118, WHEREAS THE FOLLOWING:

14. therefore, BE IT RESOLVED by the School Board of Northland Community School 
District 118, Remer, and State of Minnesota as follows: The Northland Community 
School District No. 118 School Board does hereby accept the following donations: 

 $625 from Emily United Methodist Church for supplies for student needs
 $596.26 in books for Ms. Edstrom's class from DonorsChoose

8. Reports
1. Student Leadership Report

Presenter: Alynza Welk
2. Business Manager Report



3. Activities Director Report
4. Assistant Principal Report
5. Community Education Report

9. Superintendent Report
10. New Business

1. Approve the Resolution Establishing Combined Polling Places for 2022

RESOLUTION ESTABLISHING COMBINED POLLING PLACES FOR 
CERTAIN MULTIPLE PRECINCTS FOR SCHOOL DISTRICT
ELECTIONS NOT HELD ON THE DAY OF A STATEWIDE ELECTION

WHEREAS, the 2017 Minnesota State Legislature passed into law specific 
amendments to Minnesota Statutes 204B.16 and 205A.11 changing the process to 
establish polling places for municipalities, school districts, and counties with 
unorganized townships by requiring an annual resolution or ordinance designating 
polling places for the upcoming calendar year, and
WHEREAS, Northland Community Schools - ISD #118 opts to establish the polling 
places for 2022 by resolution, and

WHEREAS, the combined polling places to be used for any stand-alone special 
elections will be set at locations designated by Cass County or a municipality in the 
school district for use as polling places,

THEREFORE, BE IT RESOLVED by the school board that the 2022 combined 
polling places for Northland Community Schools – ISD #118 will be at the 
following locations:

Crooked Lake Town Hall                                           6300 Woods Bay Drive NE
                                                                                    Outing, MN 56662
     Precincts: Beulah Township, Crooked Lake Township, Smoky Hollow 
Township, Thunder Lake Township

Longville Fire Hall                                                     1350 County Road 5
                                                                                    Longville, MN 56655
     Precincts: Blind Lake Township*, Boy Lake Township*, Federal Dam, 
Gould Township, Inguadona Township, Kego Township, Longville, Pine Lake 
Township*, Rogers Point, Rogers Township, Trelipe Township, Wabedo 
Township, Winnie Portage Lakes*, Woodrow Township*  
(* The portion of these townships that lie in this school district.)

Remer City Hall                                                          106 Spruce Street
                                                                                    Remer, MN 56672
     Precincts: Boy River, Boy River Township, Lima Township, Remer, Remer 
Township, Salem Township, Slater Township, Torrey Township*, Willow River
(* The portion of this township that lies in this school district.)



 
2. Approve use of Standard Response Protocol Program for building safety
3. Hill City is giving 60 days notice to opt out of the shared Business Manager 

services.
Give permission to post for a full-time business manager.

4. Give permission to allow Cass County to hold a vaccine clinic in the building when 
child vaccines become available. 

11. Personnel
1. Accept the resignation of Cameron Wake as Junior HIgh Boys Basketball Coach 

effective October 28, 2021
2. Accept resignation of Kendra Penke, Music Teacher, effective November 1, 2021
3. Accept the resignation of Renee Bettenberg, health para, effective October 20, 2021
4. Approve the hire of Jordan Sawatzky as para professional with a start date of 

November 8, 2021 at step 2 of the para salary schedule

Interview Committee: Brandon Otway, Kelly Riewer, Janessa Green
5. Approve the addition of a paraprofessional position for 6.75 hours per day.
6. Approve Terri Shepard as Elementary Student Leadership Advisor for 2021-22

12. Other school business which can legally be brought before the Board
13. Correspondence

1. MSBA Leadership Conference Information
14. Next Meeting Dates: 

 Work Session, November 4, 5:30 p.m.
 Regular Meeting, November 18, 5:30 p.m.
 Regular Meeting, December 16, 5:30 p.m.
 Truth in Taxation Meeting, December 16, 6:30 p.m.

15. Adjournment
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NORTHLAND COMMUNITY SCHOOLS – ISD #118
Regular Meeting    September 16, 2021

Remer, MN 56672

The School Board had a Regular Meeting on September 16, 2021, at 5:30 PM at Northland High 
School, 316 Main St E, Remer, MN 56672.  Members present: Nystrom, Robison, Seifert, and 
Wake. Ammerman arrived at 5:37 p.m. Members absent: Knox and Ruyak

Vice Chair Wake called the meeting to order at 5:30 p.m.

1. M/S/P – Seifert, Nystrom to Adopt Agenda. Voting yes: all members
2. M/S/P – Robison, Nystrom to approve consent items. Voting yes: all members

a. Approved meeting August 19, 2021 regular meeting minutes
b. Approved August Treasurer's Report and bills
c. Approved resolution accepting gifts/donations to Northland Community Schools.

Whereas the following:
therefore, BE IT RESOLVED by the School Board of Northland Community Schools 
District 118, Remer, and State of Minnesota as follows:
The Northland Community Schools - District 118 School Board does hereby accept 
the following donations- 

i. Backpacks and school supplies from Pine River Bank in Emily, MN
3. Student Leadership Report – Kayleigh Horn
4. M/S/P – Seifert, Robison to approve setting the proposed levy limitation and certification 

2021 payable 2022 levy at the maximum. Voting yes – all members
5. M/S/P – Ammerman, Nystrom to set date and time for Truth in Taxation Meeting for 

December 16, 2021 at 6:30 p.m. in room C-113 of Northland High School. Voting yes: all 
members
After approval of the motion, this notice was read:

This is a public announcement that the Truth in Taxation Meeting will be held onDecember 
16, 2021 at 6:30 p.m. in room C-113 of Northland High School, at which time the budget and 
levy will be discussed and the public will be allowed to speak.
 

6. M/S/P – Ammerman, Nystrom to approve Specific Services Contract with ARCC for 2021-
22. Voting yes: all members

7. M/S/P – Robsion, Seifert to approve increase in substitute teacher rates to: $115 per day for 
substitute teacher, and $135 for retired teacher substitute. Voting yes: all members

8. M/S/P – Nystrom, Ammerman to approve an increase in the daily rate of pay to $165 per day 
for Long Term Substitute Teachers who sub for more than 15 consecutive days in same 
position. Voting yes: all members

9. M/S/P – Ammerman, Robison to approve Lease Purchase Agreement with Santander for new 
bus. Voting yes: all members
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10. M/S/P – Robison, Seifert to approve contract with Interquest Detection Canines for 2021-22. 
Voting yes: all members

11. M/S/P – Ammerman, Seifert to appoint Terri Nystrom to be the board representative for Up 
North Academy. Voting yes: all members

12. M/S/P – Robison, Ammerman to approve the hire of Jessica Wake as paraprofessional, with a 
start date of August 26, 2021 at step one of the paraprofessional salary schedule in the master 
agreement with MSEA-NCS. Voting yes: all members

13. M/S/P – Seifert, Robison to approve the well-child leave of Kim Parent from November 24, 
2021 - February 23, 2021. Voting yes: all members

14. M/S/P – Seifert, Ammerman to approve 2021-23 Notice of Assignment for Jennifer Welk, 
Community Education Coordinator. Voting yes: all members

15. M/S/P – Nystrom, Seifert to approve eliminating one route driver position. Voting yes: all 
members

16. M/S/P – Ammerman, Seifert to approve Brenda Snakenberg to coordinate Concessions for the 
2021-22 school year with a stipend of $2,500, Voting yes: all members

17. M/S/P – Seifert, Robison to approve the hire of October Soyring as junior high volleyball 
coach for the 2021-22 season. Voting yes: all members

18. Next Meeting Dates:  
 Regular Meeting, October 28, 2021, 5:30 p.m.
 Work Session November 4, 2021, 5:30 p.m.
 Meet and Confer, November 10, 2021, 3:45 p.m.
19. M/S/P – Ammerman, Robiosn to adjourn. Voting yes: all members
20. Meeting adjourned at 6:21 p.m.

21. Kristen Balvin, Recording Secretary

_____________________________

Linda Knox, Clerk

Visitors: Jill Myers, Kyndra Johnson, Kayleigh Horn, Katelyn Edstrom, Mary Yakibchuk, Eddie 
Barron, Jodi Bullock, Carol Procopio, Abbie Newman, Janessa Green, Kristine Waddell, Alan 
Nystrom
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NORTHLAND COMMUNITY SCHOOLS – ISD #118
Special Meeting  October 11, 2021

Remer, MN 56672
SUMMARY

The School Board had a Special Meeting on October 11, 2021 at 5:30 PM at Northland High School, 
Remer, MN 56672.  Members present: Aaron Ammerman, Linda Knox, Terri Nystrom, Marc 
Ruyak, Tyler Seifert and Bill Wake. Member absent: Seth Robison

Chairman Ruyak called the meeting to order at 5:30 p.m.

1. M/S/P – Wake, Ammerman to adopt agenda. Voting yes: all members
2. New Business – COVID Update and discussion

 Superintendent and Administrators presented current COVID numbers as well as 
mitigation strategies which have been implemented

 Board discussed which situations can be handled by admin, and which would require a 
board meeting.

3. M/S/P – Knox, Wake to adjourn. Voting yes: all members
4. Meeting was adjourned at 6:20 p.m.

Kristen Balvin, Recording Secretary

_____________________________
Linda Knox, Clerk

Visitors: Mary Yakibchuk, Janessa Green, Carol Procopio, Paul Ritter, Scott Peterson, Jill Myers, Sid 
Rice, Kristine Waddell, Sarah Rice, and Raina Boucher. Virtual: Kyndra Johnson and Renee 
Bettenberg
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Northland Community Schools – ISD #118 Approved ____________

LICENSED STAFF SENIORITY LIST
2021-22

Name Certification Area Tier Date of First 
Service

Total Yrs 
Taught

District 
Seniority 

Yrs
Myers, Jill Elementary Education (K-6) 4 8/22/90 30.25 30.25

Shepard, Terri School Social Worker 4 12/16/91 30 30

Figgins, Laura 1-6 Elementary Education 4 8/30/94 30 27

Kitchenhoff, Jackie Science 5-9
K-12 Emotionally/Behaviorally Disorder
Physics
Chemistry

4 8/29/95 27 26

Bachmann, Scott 7-12 Coaching
K-12 Health Education
K-12 Physical Education

4 8/26/97 24 24

Boucher, Raina K-6 Elementary Education 4 8/28/00 23
(364466)

21

Horn, Michael 5-12 Social Studies 4 8/28/00 21
(388496)

21

Daugherty, Shem 7-12 Social Studies 4 8/28/00 21
(392145)

21

Gravelle, Mark 5-12 Industrial Arts 4 8/27/01 20 20

Hasse, Tim 7-12 English/Language Arts
K-12 Library Media Specialist

4 8/26/02 20 19

Procopio, Carol 5-12 Mathematics 4 8/25/05 22 15.25

Weston, Jodi Pre-Kindergarten
1-6 Elementary Education
K-12 Emotional Behavior Disorders
K-12 Learning Disabilities

4 08/27/12 14 9

Knapp, Julie K-6 Elementary Education
Age 3 – K Pre-Primary

4 08/29/12 9 9

Monroe, Leah American Indian Language & Culture 4 08/26/13 7.29 7.29

Birt, Kathleen K-6 Elementary Education
K-12 Learning Disabilities
B-12 Autism Spectrum Disorders
B-12 Blind or Visually Impaired
K-12 Emotional Behavior Disorders
Director of Special Education

4 12/16/13 7.5 7.5
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Name Certification Area Tier Date of First 
Service

Total Yrs 
Taught

District 
Seniority 

Yrs

Osterhoudt, Amber 1-6 Elementary Education
5-8 Communication arts/Literature
K-12 Reading

4 08/25/2014 7 7

Scott Peterson K-12 School Counselor 4 09/22/2014 6.90 6.90

Holmied, Kelly K-6 Elementary Education 4 10/13/2014 6.82 6.82

Kuck, Lori K-12 Learning Disabilities
1-6 Elementary Education
9-12 Tchr/Coord Work Based Learning

4 01/05/2015 6.56 6.56

McKinney, Stacey 1-6 Elementary Education
K-12 Learning Disabilities
K-12 Emotional Behavior Disorders

4 01/14/2015 11 6.51

Heruth, Raina PreK – 12 School Psychologist 4 08/31/2015 9 6

Sharp, Nathaniel 5-12 Mathematics 4 08/31/2015 6 6

Johnson, Michelle 1-6 Elementary Education 4 08/31/2015 19 6

Edstrom, Katelyn 5-12 Communication Arts/Literature 4 08/15/2016 5 5

Sparen, Sam K-12 Physical Education 2 08/25/2017 4 4

Mast, Kelly B-Grade 3 Early Childhood Education 4 08/24/2018 3 
(508865)

3

Christensen, 
Cortney

1-6 Elementary Education 4 08/24/2018 8
 (414056)

3

Hall, Roberta K-6 Elementary Education 2 08/24/2018 11
 (481664)

3

Gruba, Josey K-12 Instrumental and Classroom Music 3 08/23/2019
(1001195)

2 2

Thompson, 
Lavonne

American Indian Language & Culture 3 08/29/2019 2 2

Gilbertson, Terry Pre-Kindergarten
Family Ed/Early Childhood
Early Childhood Special Ed

4 08/31/2020 9 1

Parkinson, Cheri Pre-Kindergarten
Family ED/Early Childhood 
K-6 Elementary Education
Parent and Family Education

4 08/31/2020 1

Penke, Kendra K-12 Vocal and Classroom Music 3 08/31/2020 1 1
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Name Certification Area Tier Date of First 
Service

Total Yrs 
Taught

District 
Seniority 

Yrs

Erin Diedrich K-6 Elementary Education 4 08/26/21
(471756)

7 0

Jeff Poppema 1-6 Elementary Education
7-12 Coaching

4 08/26/21
(337557)

31 0

Aaron Olson 
Reiners

K-12 Visual Arts 2 08/26/21
(517525)

0

Edward Barron K-12 Academic and Behavior Trategist 2 08/26/21
(506770)

2 0

Beth Wilson B – age 6 ECSE
K-12 Academic and Behavior Strategist 
(Out of Field Permission)

4 08/26/21
(430172)

0

Abbie Newman K-6 Elementary Education
5-8 Communication Arts/Literature

3 08/26/21
(1009803)

0 0



Posted: 09/08/2021 Board Approved: 
Northland Community Schools - INDEPENDENT SCHOOL DISTRICT #118  Remer, Minnesota

ASSOCIATE STAFF EMPLOYEE SENIORITY LIST  Seniority Years are determined as of 7/1/2021          2021-22

Name District Employment
Date

Seniority
Years Name District Employment

Date
Seniority

Years
Combined Classifications: Clerical, Instructional and Management,
Para II
Phyllis Wake September 24, 1992 28 District Office Para
Carla Hopkins September 6, 1995 25 Mel Ford July 15, 2014 6
Toni Gross August 20, 1998 22 Payroll Clerk
Terri Datzman September 16, 1999 21 Julie Erpelding April 5, 2021 0
Ruth Wersal July 20, 2000 20
Denise Stefan November 16, 2000 20 Cooks I & II
Jamie Kendall September 18, 2003 19 Wanda Schear August 15, 2019 1
Amanda Jones March 21, 2005 16 Abriel Tellstron October 14, 2020 0
Christine Nihart September 2, 2009 11 Kitchen Helper
Jenny Swankier January 24, 2011 10 Eileen Wheeler April 26, 2021 0
Tandy Kibbler August 11, 2014 6
Cindi Troyna October 5, 2015 5 Cleaner
Marla Adcock December 9, 2015 5 Bruce Schear August 24, 2021 0
Kim Parent August 16, 2016 4 Custodians
Sara Smith September 7, 2017 3 Dale Pound February 26, 2015 6
Angela Hare December 19, 2017 3 Paul Ritter May 5, 2017 4
Alyssa Troyna March 19, 2018 3 Diane Loverink September 8, 2020 0
Tichelle Pound March 22, 2021 0
Dawn Poppema August 1, 2021 0 Mechanic
Julie Brierley August 26, 2021 0 Jesse Denver June 7, 2021 0
Jessica Wake August 26, 2021 0 Bus Drivers
Vanessa Cichy September 3, 2021 0 Richard Wake May 23, 1991 30

Terri Datzman September 16, 1999 21
Health Para Larry Morrison August 20, 2015 5
Renee Bettenberg August 31, 2020 0 Flo Cichy August 11, 2016 4
District Computer Technician Ken Grabinski October 1, 2018 2
Lori Sizenbach September 21, 1995 25 Rod Knight February 1, 2019 2
Secretaries Daniel Bye September 23, 2019 1
Debra Schaefer August 1, 2017 3 Sarah Dixon August 7, 2020 0
Tasha Draeving May 20, 2019 2
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Adopted:  8/21/97 Independent School District #118  Policy 415
Revised: 7/20/00, 8/21/03, 7/9/19
Annual Review:  3/15/07, 03/09, 11/12 10/13, 7/14, 2/16, 10/16, 8/17, 8/18, 10/20

415 MANDATED REPORTING OF MALTREATMENT OF VULNERABLE 
ADULTS

[Note: This policy reflects the mandatory law regarding reporting maltreatment of 
vulnerable adults and is not discretionary in nature.]

I. PURPOSE

The purpose of this policy is to make clear the statutory requirements of school personnel 
to report suspected maltreatment of vulnerable adults.

II. GENERAL STATEMENT OF POLICY

A. It is the policy of the school district to fully comply with Minn. Stat. § 626.557 
requiring school personnel to report suspected maltreatment of vulnerable adults.

B. A violation of this policy occurs when any school personnel fails to report 
suspected maltreatment of vulnerable adults when the school personnel has reason 
to believe that a vulnerable adult is being or has been maltreated, or has 
knowledge that a vulnerable adult has sustained a physical injury which is not 
reasonably explained.

III. DEFINITIONS

A. “Mandated Reporters” means any school personnel who has reason to believe that 
a vulnerable adult is being or has been maltreated. 

B. “Maltreatment” means the neglect, abuse, or financial exploitation of a vulnerable 
adult.

C. “Neglect” means the failure or omission by a caregiver to supply a vulnerable 
adult with care or services, including but not limited to, food, clothing, shelter, 
health care, or supervision which is: (1) reasonable and necessary to obtain or 
maintain the vulnerable adult’s physical or mental health or safety, considering 
the physical and mental capacity or dysfunction of the vulnerable adult; and (2) 
which is not the result of an accident or therapeutic conduct.  Neglect also 
includes the absence or likelihood of absence of care or services, including but not 
limited to, food, clothing, shelter, health care, or supervision necessary to 
maintain the physical and mental health of the vulnerable adult which a 
reasonable person would deem essential to obtain or maintain the vulnerable 
adult’s health, safety, or comfort considering the physical or mental capacity or 
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dysfunction of the vulnerable adult.  Neglect does not include actions specifically 
excluded by Minn. Stat. § 626.5572, Subd. 17.

D. “Abuse” means: (a) An act against a vulnerable adult that constitutes a violation 
of, an attempt to violate, or aiding and abetting a violation of: (1) assault in the 
first through fifth degrees as defined in sections 609.221 to 609.224; (2) the use of 
drugs to injure or facilitate crime as defined in section 609.235; (3) the 
solicitation, inducement, and promotion of prostitution as defined in section 
609.322; and (4) criminal sexual conduct in the first through fifth degrees as 
defined in sections 609.342 to 609.3451.  A violation includes any action that 
meets the elements of the crime, regardless of whether there is a criminal 
proceeding or conviction.  (b) Conduct which is not an accident or therapeutic 
conduct as defined in this section, which produces or could reasonably be 
expected to produce physical pain or injury or emotional distress including, but 
not limited to, the following: (1) hitting, slapping, kicking, pinching, biting, or 
corporal punishment of a vulnerable adult; (2) use of repeated or malicious oral, 
written, or gestured language toward a vulnerable adult or the treatment of a 
vulnerable adult which would be considered by a reasonable person to be 
disparaging, derogatory, humiliating, harassing, or threatening; (3) use of any 
aversive or deprivation procedure, unreasonable confinement, or involuntary 
seclusion, including the forced separation of the vulnerable adult from other 
persons against the will of the vulnerable adult or the legal representative of the 
vulnerable adult; and (4) use of any aversive or deprivation procedures for 
persons with developmental disabilities or related conditions not authorized under 
section 245.825. (c) Any sexual contact or penetration as defined in section 
609.341, between a facility staff person or a person providing services in the 
facility and a resident, patient, or client of that facility. (d) The act of forcing, 
compelling, coercing, or enticing a vulnerable adult against the vulnerable adult’s 
will to perform services for the advantage of another.  Abuse does not include 
actions specifically excluded by Minn. Stat § 626.5572, Subd. 2.

E. “Financial Exploitation” means a breach of a fiduciary duty by an actor’s 
unauthorized expenditure of funds entrusted to the actor for the benefit of the 
vulnerable adult or by an actor’s failure to provide food, clothing, shelter, health 
care, therapeutic conduct or supervision, the failure of which results or is likely to 
result in detriment to the vulnerable adult.  Financial exploitation also includes:  
the willful use, withholding or disposal of funds or property of a vulnerable adult; 
the obtaining of services for wrongful profit or advantage which results in 
detriment to the vulnerable adult; the acquisition of a vulnerable adult’s funds or 
property through undue influence, harassment, duress, deception or fraud; and the 
use of force, coercion or enticement to cause a vulnerable adult to perform 
services against the vulnerable adult’s will for the profit or advantage of another.

F. “Vulnerable Adult” means any person 18 years of age or older who: (1) is a 
resident or inpatient of a facility; (2) required to be licensed under Minn. Stat. Ch. 
245A, except as excluded under Minn. Stat. § 626.5572, Subd. 21(a)(2); (3) 



415-3

receives services from a licensed home care provider or person or organization 
that offers, provides, or arranges for personal care assistance services under the 
medical assistance program; or (4) regardless of residence or type of service 
received, possesses a physical or mental infirmity or other physical, mental or 
emotional dysfunction that impairs the individual’s ability to adequately provide 
the person’s own care without assistance or supervision and, because of the 
dysfunction or infirmity and need for care or services, has an impaired ability to 
protect the individual’s self from maltreatment. 

G. “Caregiver” means an individual or facility who has responsibility for the care of 
a vulnerable adult as a result of a family relationship, or who has assumed 
responsibility for all or a portion of the care of a vulnerable adult voluntarily, by 
contract, or by agreement.

H. “School Personnel” means professional employees or their delegates of the school 
district engaged in providing health, educational, social, psychological, law 
enforcement or other caretaking services of vulnerable adults.

I. “Immediately” means as soon as possible, but no longer than 24 hours from the 
time initial knowledge that the incident occurred has been received.

IV. REPORTING PROCEDURES

A. A mandated reporter as defined herein shall immediately report the suspected 
maltreatment to the common entry point responsible local welfare agency, police 
department, county sheriff, or agency responsible for receiving reports.

B. Whenever a mandated reporter, as defined herein, knows or has reason to believe 
that an individual made an error in the provision of therapeutic conduct to a 
vulnerable adult which results in injury or harm, which reasonably requires the 
care of a physician, such information shall be reported immediately to the 
designated county agency.  The mandated reporter also may report a belief that 
the error did not constitute neglect and why the error does not constitute neglect.

C. The reporter shall to the extent possible identify the vulnerable adult, the 
caregiver, the nature and extent of the suspected maltreatment, any evidence of 
previous maltreatment, the name and address of the reporter, the time, date, and 
location of the incident and any other information that the reporter believes might 
be helpful in investigating the suspected abuse or neglect.  A mandated reporter 
may disclose not public data as defined under Minn. Stat. § 13.02 to the extent 
necessary to comply with the above reporting requirements.

D. A person mandated to report suspected maltreatment of a vulnerable adult who 
negligently or intentionally fails to report is liable for damages caused by the 
failure.  A negligent or intentional failure to report may result in discipline.  A 
mandatory reporter who intentionally fails to make a report, who knowingly 
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provides false or misleading information in reporting or who intentionally fails to 
provide all the material circumstances surrounding the reported incident may be 
guilty of a misdemeanor.

E. Retaliation against a person who makes a good faith report under Minnesota law 
and this policy, or against vulnerable adult who is named in a report is prohibited.

F. Any person who intentionally makes a false report under the provisions of 
applicable Minnesota law or this policy shall be liable in a civil suit for any actual 
damages suffered by the person or persons so reported and for any punitive 
damages set by the court or jury.  The intentional making of a false report may 
result in discipline.

V. INVESTIGATION

The responsibility for investigating reports of suspected maltreatment of a vulnerable 
adult rests with the entity designated by the county for receiving reports.

VI. DISSEMINATION OF POLICY AND TRAINING

A. This policy shall appear in school personnel handbooks where appropriate.

B. The school district will develop a method of discussing this policy with 
employees where appropriate.

C. This policy shall be reviewed at least annually for compliance with state law.

Legal References: Minn. Stat. § 609.234 (Crimes Against the Person)
Minn. Stat. § 626.556 (Reporting of Child Neglect)
Minn. Stat. § 626.557 (Reporting of  Maltreatment of Vulnerable Adults)
Minn. Stat. § 626.5572 (Definitions)

Cross References: MSBA/MASA Model Policy 103 (Complaints-Students, Employees, 
Parents, Other Persons)
MSBA/MASA Model Policy 211 (Criminal or Civil Action Against 
School District,  School Board Member, Employee or Student)
MSBA/MASA Model Policy 403 (Discipline Suspension and Dismissal of 
School District Employees)
MSBA/MASA Model Policy 406 (Public and Private Personnel Data)
MSBA/MASA Model Policy 414 (Mandated Reporting of Child Neglect 
or Physical or Sexual Abuse)



446-1

Independent School District #118     Policy 446
Adopted: 12/16/98
Revised: 12/99, 08/02, 01/06, 09/06, 12/07, 10/10, 10/11, 11/12, 11/13, 10/14, 11/15, 8/18/16, 2/13/18, 10/09/18, 1/2020

446. PAY RATES FOR ACTIVITIES

I. PURPOSE

To set pay rates for positions related to activities.

II. GENERAL STATEMENT OF POLICY

Persons who are not covered under the NREM contract and/or not employees will be paid for the activities listed on this 
schedule using this schedule until it is revised

Base
Band
Baseball Head Coach
Baseball Asst. Coach
Baseball JV Coach
Baseball Jr. Hi Coach
Basketball Head  Coach
Basketball Asst. Coach
Basketball JV Coach
Basketball Jr. Hi Coach
Cross Country Head 
Football Head  
Football Asst. Coach
Football JV Coach
Football Jr. High Coach
Prom Coordinator
Knowledge Bowl Advisor
SADD /YIA
Senior Class Advisor
Softball Head Coach
Softball Asst. Coach
Softball JV Coach
Jr. High Softball Coach
High School Student Leadership
Elementary Track
Volleyball Head Coach
Volleyball Asst. Coach
Volleyball JV Coach
Volleyball Junior High
Annual

Pay per Appendix E in the Master Agreement between 
ISD #118 and NREM (Northland Remer Education 

MN)

Officials for Junior High or Junior 
Varsity Games $18.00 per game

Detention Per Article VII, Sec. 5 of Master Agreement between 
ISD #118 and NREM

Tutor Per Article VII, Sec. 5 of Master Agreement between 
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ISD #118 and NREM

Activity Director Pay per Appendix E in the Master Agreement between ISD #118 
and NREM

Yearbook Pay per Appendix E in the Master Agreement between ISD #118 
and NREM 

Homebound Pay per Article VII in the Master Agreement between ISD #118 and 
NREM

Game Workers- 
(Supervisor, Ticket 
Taker, Floor Walker, 
Chain Gang, Scorer, 
Announcer)

Substitute Event Supervisor - $75

Pay per Article VII, Sect. 3. Of Master Agreement between ISD #118 
and NREM

Referee Referee pay per Iron Range Association contract

 Sub Driver
Regular route

New Subs - Step one from the regular bus driver’s pay scale
Former ISD #118 drivers – 
step last paid as an 
employee

Long Term Sub 
Driver

Regular Route Rate 
Step Year 2
Appendix:
Schedule C per hour – 
Begins upon 11th continuous day on
the same route.

Activity/Field Trip 
Driver

Step one from the 
regular bus driver’s pay 
scale

ITV/On-Line 
Assistant

$10.50 per hour

Substitute Pay 
Rates:
Food Service or 
Custodian

$11.00 per hour

Paraprofessional or
Secretary $11.00 per hour

Long term substitute 
(classified)

$11.50 per hour

Substitute Teacher $115 per day
Retired Teacher 
Substitute

$135 per day

Long Term Substitute 
Teacher (more than 
15 consecutive days 
in the same position)

$165 per day

* Pay rates will be reviewed annually by the School Board
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524 INTERNET ACCEPTABLE USE AND SAFETY POLICY

I. PURPOSE

The purpose of this policy is to set forth policies and guidelines for access to the school 
district computer system and acceptable and safe use of the Internet, including electronic 
communications.  Utilization of technology is an inherent managerial policy under MN 
Statute 179A.07.

II. GENERAL STATEMENT OF POLICY

In making decisions regarding student and employee access to the school district 
computer system and the Internet, including electronic communications, the school 
district considers its own stated educational mission, goals, and objectives.  Electronic 
information research skills are now fundamental to preparation of citizens and future 
employees.  Access to the school district computer system and to the Internet enables 
students and employees to explore thousands of libraries, databases, bulletin boards, and 
other resources while exchanging messages with people around the world.  The school 
district expects that faculty will blend thoughtful use of the school district computer 
system and the Internet throughout the curriculum and will provide guidance and 
instruction to students in their use.

III. LIMITED EDUCATIONAL PURPOSE

The school district is providing students and employees with access to the school district 
computer system, which includes Internet access.  The purpose of the system is more 
specific than providing students and employees with general access to the Internet.  The 
school district system has a limited educational purpose, which includes use of the system 
for classroom activities, educational research, and professional or career development 
activities.  Users are expected to use Internet access through the district system to further 
educational and personal goals consistent with the mission of the school district and 
school policies. Uses which might be acceptable on a user’s private personal account on 
another system may not be acceptable on this limited-purpose network.

IV. USE OF SYSTEM IS A PRIVILEGE

The use of the school district system and access to use of the Internet is a privilege, not a 
right.  Depending on the nature and degree of the violation and the number of previous 
violations, unacceptable use of the school district system or the Internet may result in one 
or more of the following consequences:  suspension or cancellation of use or access 
privileges; payments for damages and repairs; discipline under other appropriate school 



524-2

district policies, including suspension, expulsion, exclusion or termination of 
employment; or civil or criminal liability under other applicable laws.

V. UNACCEPTABLE USES

A. The following uses of the school district system and Internet resources or 
accounts are considered unacceptable:

1. Users will not use the school district system to access, review, upload, 
download, store, print, post, receive, transmit or distribute:

a. pornographic, obscene or sexually explicit material or other visual 
depictions that are harmful to minors;

b. obscene, abusive, profane, lewd, vulgar, rude, inflammatory, 
threatening, disrespectful, or sexually explicit language;

c. materials that use language or images that are inappropriate in the 
education setting or disruptive to the educational process;

d. information or materials that could cause damage or danger of 
disruption to the educational process;

e. materials that use language or images that advocate violence or 
discrimination toward other people (hate literature) or that may 
constitute harassment or discrimination.

2. Users will not use the school district system to knowingly or recklessly 
post, transmit or distribute false or defamatory information about a person 
or organization. Users will not use the school district system to engage in 
cyber bulling or harassment of another person, or to engage in personal 
attacks, including prejudicial or discriminatory attacks. This includes, but 
is not limited to, social network sites, tweeting, texting, chat rooms, email 
and other electronic communications.

3. Users will not use the school district system to engage in any illegal act or  
violate any local, state or federal statute or law.

4. Users will not use the school district system to vandalize, damage or 
disable the property of another person or organization, will not make 
deliberate attempts to degrade or disrupt equipment, software or system 
performance by spreading computer viruses or by any other means, will 
not tamper with, modify or change the school district system software, 
hardware or wiring or take any action to violate the school district’s 
security  system, and will not use the school district system in such a way 
as to disrupt the use of the system by other users.
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5. Users will not use the school district system to gain unauthorized access to 
information resources or to access another person’s materials, information 
or files without the implied or direct permission of that person.

6. Users will not use the school district system to post private information 
about another person, personal contact information about themselves or 
other persons, or other personally identifiable information, including, but 
not limited to, addresses, telephone numbers, school addresses, work 
addresses, identification numbers, account numbers, access codes or 
passwords, labeled photographs or other information that would make the 
individual’s identity easily traceable, and will not repost a message that 
was sent to the user privately without permission of the person who sent 
the message.

a. This paragraph does not prohibit the posting of employee 
contact information on school district webpages or 
communications between employees and other individuals when 
such communications are made for education-related purposes 
(i.e., communications with parents or other staff members related 
to students).

b. Employees creating or posting school-related webpages 
may include personal contact information about themselves on a 
webpage. However, employees may not post personal contact 
information or other personally identifiable information about 
students unless:

(1) such information is classified by the school district as 
directory information and verification is made that the 
school district has not received notice from a 
parent/guardian or eligible student that such information is 
not to be designated as directory information in accordance 
with Policy 515; or

(2) such information is not classified by the school district as 
directory information but written consent for release of the 
information to be posted has been obtained from a 
parent/guardian or eligible student in accordance with 
Policy 515.

In addition, prior to posting any personal contact or personally 
identifiable information on a school-related webpage, employees 
shall obtain written approval of the content of the postings from 
the building administrator.

c. These prohibitions specifically prohibit a user from utilizing the 
school district system to post personal information about a user or 
another individual on social networks, including, but not limited to, 
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social networks such as “MySpace” and “Facebook.”, “Twitter,” 
Instagram,” “Snapchat, and “Reddit” and similar websites of 
applications.

7. Users must keep all account information and passwords on file with the 
designated school district official.  Users will not attempt to gain 
unauthorized access to the school district system or any other system 
through the school district system, attempt to log in through another 
person’s account, or use computer accounts, access codes, or network 
identification other than those assigned to the user.  Messages and records 
on the school district system may not be encrypted without the permission 
of appropriate school authorities.

8. Users will not use the school district system to violate copyright laws or 
usage licensing agreements, or otherwise to use another person’s property 
without the person’s prior approval or proper citation, including the 
downloading or exchanging of pirated software or copying software to or 
from any school computer, and will not plagiarize works they find on the 
Internet.

9. Users will not use the school district system for conducting business, for 
unauthorized commercial purposes, or for financial gain unrelated to the 
mission of the school district. Users will not use the school district system 
to offer or provide goods or services or for product advertisement.  Users 
will not use the school district system to purchase goods or services for 
personal use without authorization from the appropriate school district 
official.

10. Users will not use the school district system to engage in bullying or 
cyberbullying in violation of the school district’s Bullying Prohibition 
Policy (MSBA/MASA Model Policy 514). This prohibition includes using 
any technology or other electronic communication off school premises to 
the extent that student learning or the school environment is substantially 
and materially disrupted.

B. A student or employee engaging in the foregoing unacceptable uses of the Internet 
when off school district premises also may be in violation of this policy as well as 
other school district policies.  Examples of such violations include, but are not 
limited to, situations where the school district system is compromised or if a 
school district employee or student is negatively impacted.  If the school district 
receives a report of an unacceptable use originating from a non-school computer 
or resource, the school district may investigate such reports to the best of its 
ability.  Students or employees may be subject to disciplinary action for such 
conduct, including, but not limited to, suspension or cancellation of the use or 
access to the school district computer system and the Internet and discipline under 
other appropriate school district policies, including suspension, expulsion, 
exclusion, or termination of employment.
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C. If a user inadvertently accesses unacceptable materials or an unacceptable Internet 
site, the user shall immediately disclose the inadvertent access to an appropriate 
school district official.  In the case of a school district employee, the immediate 
disclosure shall be to the employee’s immediate supervisor and/or the building 
administrator.  This disclosure may serve as a defense against an allegation that 
the user has intentionally violated this policy.  In certain rare instances, a user also 
may access otherwise unacceptable materials if necessary to complete an 
assignment and if done with the prior approval of and with appropriate guidance 
from the appropriate teacher or, in the case of a school district employee, the 
building administrator.

10. Users will not conduct personal business on district owned computers 
during the established work day.

Staff members will not use district owned computers for recreational use 
during established work hours.

11. Students must not be permitted to play non-educational games. 
Routinely allowing students to play games is strictly prohibited. However, 
it is permissible to allow a class and/or student as a reinforcer to use 
educationally related programs or sites.

B. A student or employee engaging in the foregoing unacceptable uses of the Internet 
when off school district premises also may be in violation of this policy as well as 
other school district policies.  If the school district receives a report of an 
unacceptable use originating from a non-school computer or resource, the school 
district may investigate such reports to the best of its ability.  Students or 
employees may be subject to disciplinary action for such conduct including, but 
not limited to, suspension or cancellation of the use or access to the school district 
computer system and the Internet and discipline under other appropriate school 
district policies, including suspension, expulsion, exclusion, or termination of 
employment.

C. If a user inadvertently accesses unacceptable materials or an unacceptable Internet 
site, the user shall immediately disclose the inadvertent access to an appropriate 
school district official.  In the case of a school district employee, the immediate 
disclosure shall be to the employee’s immediate supervisor and/or the building 
administrator.  This disclosure may serve as a defense against an allegation that 
the user has intentionally violated this policy.  In certain rare instances, a user also 
may access otherwise unacceptable materials if necessary to complete an 
assignment and if done with the prior approval of and with appropriate guidance 
from the appropriate teacher or, in the case of a school district employee, the 
building administrator.
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VI. FILTER

A. With respect to any of its computers with Internet access, the school district will 
monitor the online activities of both minors and adults and employ technology 
protection measures during any use of such computers by minors and adults.  The 
technology protection measures utilized will block or filter Internet access to any 
visual depictions that are:

1. Obscene;

2. Child pornography; or

3. Harmful to minors.

B. The term “harmful to minors” means any picture, image, graphic image file, or 
other visual depiction that:

1. Taken as a whole and with respect to minors, appeals to a prurient interest 
in nudity, sex, or excretion; or

2. Depicts, describes, or represents, in a patently offensive way with respect 
to what is suitable for minors, an actual or simulated sexual act or sexual 
contact, actual or simulated normal or perverted sexual acts, or a lewd 
exhibition of the genitals; and

3. Taken as a whole, lacks serious literary, artistic, political, or scientific 
value as to minors.

C. Software filtering technology shall be narrowly tailored and shall not discriminate 
based on viewpoint.

D. An administrator, supervisor, or other person authorized by the Superintendent 
may disable the technology protection measure, during use by an adult, to enable 
access for bona fide research or other lawful purposes.

E. The school district will educate students about appropriate online behavior, 
including interacting with other individuals on social networking websites and in 
chat rooms and cyber bullying awareness and response. Students will be taught 
about the benefit/hazards of online social behavior, social networking and cyber 
bullying. 

VII. CONSISTENCY WITH OTHER SCHOOL POLICIES

Use of the school district computer system and use of the Internet shall be consistent with 
school district policies and the mission of the school district.

VIII. LIMITED EXPECTATION OF PRIVACY
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A. By authorizing use of the school district system, the school district does not 
relinquish control over materials on the system or contained in files on the system.  
Users should expect only limited privacy in the contents of personal files on the 
school district system.

B. Routine maintenance and monitoring of the school district system may lead to a 
discovery that a user has violated this policy, another school district policy, or the 
law.

C. An individual investigation or search will be conducted if school authorities have 
a reasonable suspicion that the search will uncover a violation of law or school 
district policy.

D. Parents have the right at any time to investigate or review the contents of their 
child’s files and e-mail files.  Parents have the right to request the termination of 
their child’s individual account at any time.

E. School district employees should be aware that the school district retains the right 
at any time to investigate or review the contents of their files and e-mail files.  In 
addition, school district employees should be aware that data and other materials 
in files maintained on the school district system may be subject to review, 
disclosure or discovery under Minnesota Statutes, Chapter 13 ( the Minnesota 
Government Data Practices Act).

F. The school district will cooperate fully with local, state and federal authorities in 
any investigation concerning or related to any illegal activities or activities not in 
compliance with school district policies conducted through the school district 
system.

IX. INTERNET USE AGREEMENT

A. The proper use of the Internet, and the educational value to be gained from proper 
Internet use, is the joint responsibility of students, parents and employees of the 
school district.

B. This policy requires the permission of and supervision by the school’s designated 
professional staff before a student may use a school account or resource to access 
the Internet. Education on social networks, cyber bullying will be integrated into 
all computer classes.

C. The Internet Use Agreement form for students must be read, approved, and signed 
by the user and the parent or guardian.  The Internet Use Agreement form for 
employees must be signed by the employee.  The form must then be filed at the 
school office.  As supervising teachers change, the agreement signed by the new 
teacher shall be attached to the original agreement.

X. LIMITATION ON SCHOOL DISTRICT LIABILITY
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Use of the school district system is at the user’s own risk.  The system is provided on an 
“as is, as available” basis.  The school district will not be responsible for any damage 
users may suffer, including, but not limited to, loss, damage or unavailability of data 
stored on school district diskettes, tapes, hard drives or servers, or for delays or changes 
in or interruptions of service or misdeliveries or nondeliveries of information or 
materials, regardless of the cause. The school district is not responsible for the accuracy 
or quality of any advice or information obtained through or stored on the school district 
system.  The school district will not be responsible for financial obligations arising 
through unauthorized use of the school district system or the Internet.

XI. USER NOTIFICATION

A. All users shall be notified of the school district policies relating to Internet use.

B. This notification shall include the following:

1. Notification that Internet use is subject to compliance with school district 
policies.

2. Disclaimers limiting the school district’s liability relative to:

a. Information stored on school district diskettes, hard drives or 
servers.

b. Information retrieved through school district computers, networks 
or online resources.

c. Personal property used to access school district computers, 
networks or online resources.

d. Unauthorized financial obligations resulting from use of school 
district resources/accounts to access the Internet.

3. A description of the privacy rights and limitations of school 
sponsored/managed Internet accounts.

4. Notification that, even though the school district may use technical means 
to limit student Internet access, these limits do not provide a foolproof 
means for enforcing the provisions of this acceptable use policy.

5. Notification that goods and services can be purchased over the Internet 
that could potentially result in unwanted financial obligations and that any 
financial obligation incurred by a student through the Internet is the sole 
responsibility of the student and/or the student’s parents.

6. Notification that the collection, creation, reception, maintenance and 
dissemination of data via the Internet, including electronic 
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communications, is governed by Policy 406, Public and Private Personnel 
Data, and Policy 515, Protection and Privacy of Pupil Records.

7. Notification that, should the user violate the school district’s acceptable 
use policy, the user’s access privileges may be revoked, school 
disciplinary action may be taken and/or appropriate legal action may be 
taken.

8. Notification that all provisions of the acceptable use policy are subordinate 
to local, state and federal laws.

XII. PARENTS’ RESPONSIBILITY; NOTIFICATION OF STUDENT INTERNET 
USE

A. Outside of school, parents bear responsibility for the same guidance of Internet 
use as they exercise with information sources such as television, telephones, 
radio, movies and other possibly offensive media.  Parents are responsible for 
monitoring their student’s use of the school district system and of the Internet if 
the student is accessing the school district system from home or a remote location.

B. Parents will be notified that their students will be using school district 
resources/accounts to access the Internet and that the school district will provide 
parents the option to request alternative activities not requiring Internet access.  
This notification should include:

1. A copy of the user notification form provided to the student user.

2. A description of parent/guardian responsibilities.

3. A notification that the parents have the option to request alternative 
educational activities not requiring Internet access and the material to 
exercise this option.

4. A statement that the Internet Use Agreement must be signed by the user, 
the parent or guardian, and the supervising teacher prior to use by the 
student.

5. A statement that the school district’s acceptable use policy is available for 
parental review.

XIII.   IMPLEMENTATION; POLICY REVIEW

A. The school district administration may develop appropriate user notification 
forms, guidelines and procedures necessary to implement this policy for 
submission to the school board for approval.  Upon approval by the school board, 
such guidelines, forms and procedures shall be an addendum to this policy.
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B. The administration shall revise the user notifications, including student and parent 
notifications, if necessary, to reflect the adoption of these guidelines and 
procedures.

C. The school district Internet policies and procedures are available for review by all 
parents, guardians, staff and members of the community.

D. Because of the rapid changes in the development of the Internet, the school board 
shall conduct an annual review of this policy.

Legal References: 15 U.S.C. § 6501 et seq. (Children’s Online Privacy Protection Act)
17 U.S.C. § 101 et seq. (Copyrights)
20 U.S.C. § 6751 et seq. (Enhancing Education through Technology Act 
of 2001)
47 U.S.C. § 254 (Children’s Internet Protection Act of 2000 (CIPA))
47 C.F.R. § 54.520 (FCC rules implementing CIPA)
Minn. Stat. § 121A.031 (School Student Bullying Policy)
Minn. Stat. § 125B.15 (Internet Access for Students)
Minn. Stat. § 125B.26 (Telecommunications/Internet Access Equity Act)
Tinker v. Des Moines Indep. Cmty. Sch. Dist., 393 U.S. 503, 89 S.Ct. 733, 
21 L.Ed.2d 731 (1969)
United States v. Amer. Library Assoc., 539 U.S. 194, 123 S.Ct. 2297, 56 
L.Ed.2d 221 (2003)
Doninger v. Niehoff, 527 F.3d 41 (2nd Cir. 2008)
R.S. v. Minnewaska Area Sch. Dist. No. 2149, No. 12-588, 2012 WL 
3870868 (D. Minn. 2012)
Tatro v. Univ. of Minnesota, 800 N.W.2d 811 (Minn. App. 2011), aff’d on 
other grounds 816 N.W.2d 509 (Minn. 2012)
S.J.W. v. Lee’s Summit R-7 Sch. Dist., 696 F.3d 771 (8th Cir. 2012)
Kowalski v. Berkeley County Sch., 652 F.3d 565656 (4th Cir. 2011)
Layshock v. Hermitage Sch. Dist., 650 F.3d 205 (3rd Cir. 2011)
Parents, Families and Friends of Lesbians and Gays, Inc. v. Camdenton R-
III Sch. Dist., 853 F. Supp.2d888 (W.D. Mo. 2012)M.T. v. Cent. York Sch. 
Dist., 937 A.2d 538 (Pa. Commw. Ct. 2007)
J.S. v. Bethlehem Area Sch. Dist., 807 A.2d 847 (Pa. 2002)

Cross References: MSBA/MASA Model Policy 403 (Discipline, Suspension, and Dismissal 
of School District Employees)
MSBA/MASA Model Policy 406 (Public and Private Personnel Data)
MSBA/MASA Model Policy 505 (Distribution of Nonschool-Sponsored 
Materials on School Premises by Students and Employees)
MSBA/MASA Model Policy 506 (Student Discipline)
MSBA/MASA Model Policy 514 (Bullying Prohibition Policy)

MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil 
Records)
MSBA/MASA Model Policy 519 (Interviews of Students by Outside 
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Agencies)
MSBA/MASA Model Policy 521 (Student Disability Nondiscrimination)
MSBA/MASA Model Policy 522 (Student Sex Nondiscrimination)
MSBA/MASA Model Policy 603 (Curriculum Development)
MSBA/MASA Model Policy 604 (Instructional Curriculum)
MSBA/MASA Model Policy 606 (Textbooks and Instructional Materials)
MSBA/MASA Model Policy 806 (Crisis Management Policy)
MSBA/MASA Model Policy 904 (Distribution of Materials on School 
District Property by Nonschool Persons)
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Independent School Dist. #118
Network Acceptable Use and Responsibility Policy Agreement

Regulation

Please read the following carefully before signing this document. This is a legally binding agreement and 
must be signed before you will be given an access account.

Independent School Dist. #118 supports instruction through the use of educational and administrative computers, 
school licensed software and other media, as well as networks and servers.  Independent School Dist. #118 provides 
Internet access.  The Internet is an electronic highway connecting thousands of computers all over the world and 
millions of individual people.  Students, teachers, support staff, parents and school board members have limited 
access to: (1) electronic mail (e-mail) communication with people all over the world;  (2) information and news 
from a variety of sources and research institutions;  (3)  public domain and shareware software;  (4) discussion 
groups on a wide variety of educational topics;  (5) access to many university libraries, the Library of Congress, and 
more!

With access to computers and people all over the world comes the availability of some material that may not be 
considered to be of educational value within the context of the school setting.  Independent School Dist. #118 has 
taken precautions to restrict access to controversial materials.  However, on a global network such as the Internet, it 
is impossible to control the content of all available materials.  Independent School Dist. #118 firmly believes that the 
valuable information and interaction available on this worldwide network far outweigh the possibility of users 
accidentally procuring material that is not consistent with the educational goals within each school.

Following are guidelines provided to establish the responsibilities of anyone using Independent School Dist. #118s’ 
computers, media, computer networks and/or Internet access.  Use of Network accounts is a privilege.  If a user 
violates any of these provisions, his or her access may be terminated and any future access could be denied.  The 
signature(s) at the end of this document is (are) legally binding and indicate(s) the party (parties) who signed 
has (have) read the terms and conditions carefully and understand(s) their significance.  Any user who 
violates the terms of this policy will immediately lose his/her access privileges, and may be subject to a 
hearing before the school board, and/or further legal action.

TERMS AND CONDITIONS

I.  ACCEPTABLE USE:  The purpose of the Independent School Dist. #118s’  networks connections are to support 
research and instruction, or the business of conducting education, by providing access to unique resources and 
opportunities for collaborative work.  The use of an account must be in support of education and research, or the 
business of conducting education, consistent with the educational objectives of the Independent School Dist. #118 
system.  Additionally, use of other organizations’ networks or computing resources must comply with rules 
appropriate for that network.  Transmission of any material in violation of any U.S. or state law or state agency 
provisions is prohibited.  This includes, but is not limited to:  copyrighted material, threatening or obscene material, 
or material protected by trade secret.  Use for any non-educational purpose (as defined by Independent School Dist. 
#118) or commercial activity by any individual or organization, regardless of for-profit or not-for-profit status, is not 
acceptable.  Use for product advertisement or political lobbying is strictly prohibited.  (Initial)__________

II.  PRIVILEGES:  The use of network accounts and access to the Internet is a PRIVILEGE, not a right, therefore, 
inappropriate use may result in a cancellation of those privileges.  Each student who receives access will be part of a 
discussion with an Independent School Dist. #118 faculty member pertaining to the proper use of the network.  
Independent School Dist. #118 administration and the system administrator(s) will deem what is inappropriate use.  
The decision of the system administrator(s) is final.  The system administrator(s) may close an account or deny 
access at any time.  Based on the recommendation of teachers and staff, the administration of Independent School 
Dist. #118 Schools may request that the system administrator deny, revoke, or suspend specific user accounts or 
access.  (Initial) ____________

III.  The Educational Technology Committee firmly believes that the best security system for monitoring student 
acceptable use of the Internet is direct adult supervision.
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.  It is strictly forbidden for a staff member to give any student his/her password and/or any password.

Any student or staff member that actively compromises any security system may be held personally liable for 
district expenses to repair and/or replace said security system.

IV.  NETIQUETTE (NETWORK ETIQUETTE) and PROTOCOLS:  The use of an account or access to the Internet 
on any Independent School Dist. #118 network requires that you abide by accepted rules of network etiquette, which 
include, but are not limited to, the following:

   1.  BE POLITE.  Do not send abusive messages to ANYONE.

   2.  APPROPRIATE LANGUAGE.  In all messages, do not swear, use vulgarities or any other inappropriate 
language.

   3.  APPROPRIATE ACTIVITIES.  Anything pertaining to illegal activities is strictly forbidden.  Any activity not 
directly related to the educational mission of Independent School Dist. #118 is strictly forbidden.  Activities relating 
to, or in support of, illegal activities will be reported to appropriate authorities.

   4.  PRIVACY.  Do not reveal the personal address or phone numbers of yourself or any persons.  All 
communications and information accessible via the network should be assumed public property.  Electronic mail is 
not guaranteed to be private.  Systems administrators have access to all mail.  Messages relating to, or in support of, 
illegal activities will be reported to appropriate authorities.

   5.  CONNECTIVITY.  Do not use the network in such a way that would limit or disrupt the use of the network by 
others.

   6.  SERVICES.  Independent School Dist. #118 will not be responsible for any damages suffered.  This includes 
loss of data resulting from delays, non-deliveries, or service interruptions caused by negligence, errors or omissions.  
Use of any information obtained via networks is at user’s risk.  Independent School Dist. #118 specifically denies 
any responsibility for the accuracy or quality of information obtained through its network services.

   7.  SECURITY.  Security on any computer system is a high priority.  If users can identify a security problem on 
any of the networks, they must notify a system administrator either in person or via the network as soon as possible.  
Users must not demonstrate the problem to other users.  Use of network service accounts provided by Independent 
School Dist. #118 is not transferable or assignable.  Any user who knowingly allows another to use the account 
assigned to them will immediately lose their access privileges, and may be subject to further legal action.  Attempts 
to fraudulently log in on any network as a system administrator or another user will result in immediate cancellation 
of user privileges and may be subject to further legal action.  Any user identified as a security risk, or having a 
history of problems with other computer systems, may be denied access to the networks and other computer 
services.

8.  VANDALISM AND ELECTRONIC MISCHIEF.  Vandalism will result in cancellation of privileges.  This 
includes, but is not limited to, electronic mischief, the uploading or creation of computer viruses, attempts to tamper 
with any program, applications, files, etc.

9.  UPDATES.  Independent School Dist. #118 may occasionally require new registration and account information 
from users to continue providing services.  Users must notify the system administrator(s) of any changes in account 
information.

10. Users will not conduct personal business on district owned computers during the established work day.

Staff members will not use district owned computers for recreational use during established work hours.

11. Students must not be permitted to play non-educational games .

. Routinely allowing students to play games is strictly prohibited. However, it is permissible, to allow a class 
and/or student as a reinforcer to use educationally related programs or sites.
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All Terms and Conditions as stated in this document are applicable to any Independent School Dist. #118 network.  
These Terms and Conditions reflect the entire agreement of the parties and supersede all prior oral or written 
agreements and understandings of the parties.  These Terms and Conditions shall be governed and interpreted in 
accordance with the laws of the State of Minnesota, United States of America.

“I understand and will abide by the above Terms and conditions for the privilege of accessing the Internet or 
having an account on any Independent School Dist. #118 network server.  I further understand that any 
violation of the regulations above is unethical and may constitute a criminal offense.  Should I commit any 
violation, my access privileges may be revoked, school disciplinary action and/or appropriate legal action may 
be taken.”

User name (please print):  ______________________________________________

User Signature: ________________________________________  Date: ___________________

** If user is under the age of 18, a parent or guardian must also read, agree to, and sign this agreement.
PARENT OR GUARDIAN NETWORK RESPONSIBILITY AGREEMENT

As the parent or guardian of this student I have read the Terms and Conditions of Independent School Dist. #118’s 
Network Acceptable Use and Responsibility Agreement for network services.  I understand that this access is 
designed for educational purposes, and Independent School Dist. #118 has taken available precautions to eliminate 
controversial materials.  However, I also recognize it is impossible for Independent School Dist. #118 to restrict 
access to all controversial materials, and I will not hold them responsible for materials available on the network.

Further, I accept full responsibility for supervision if and when my child’s use is not in a school setting.  I hereby 
give my permission to issue an account in my name for my child’s use and certify that the information contained on 
this form is correct.

Parent or Guardian (please print):_______________________________________

Signature: ______________________________________  Date: ___________________

SPONSORING TEACHER AGREEMENT (This is to be used only when parent/guardian is not available to 
authorize access to the internet)

I have read the Terms and Conditions of Independent School Dist. #118’s Network Acceptable Use and 
Responsibility Agreement for network services and agree to promote this agreement with the user.  As the 
sponsoring teacher, I agree to instruct the student on acceptable use of the network and proper network etiquette.

Sponsor’s Name (please print): _____________________________

Signature: ____________________________________   Date:_________________________

Loss of Privileges:  Upon loss of privileges under this policy, the acceptable use agreement on file at that time 
will be revoked.

Reinstatement:  Before reinstatement can occur, a new acceptable use agreement must be signed by the 
parent and student. 
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616 SCHOOL DISTRICT SYSTEM ACCOUNTABILITY

I. PURPOSE

The purpose of this policy is to focus public education strategies on a process which 
promotes higher academic achievement for all students and ensures broad-based 
community participation in decisions regarding the implementation of the Minnesota 
Academic Standards and federal law.

II. GENERAL STATEMENT OF POLICY

Implementation of the Minnesota Academic Standards and federal law will require a new 
level of accountability for the school district.  The school district will establish a system 
to transition to the graduation requirements of the Minnesota Academic Standards.  The 
school district also will establish a system to review and improve instruction, curriculum 
and assessment which will include substantial input by students, parents or guardians and 
local community members.  The school district will be accountable to the public and the 
state through annual reporting.

III. DEFINITIONS

A. “Course credit” is equivalent to a student successfully completing an academic 
year of study or a student mastering the applicable subject matter as determined 
by the school district.

B. “Graduation Standards” means the course credit requirements and Profile of 
Learning content standards or Minnesota Academic Standards that school districts 
must offer and certify that students complete to be eligible for a high school 
diploma.

C. “World’s best workforce” means striving to:  meet school readiness goals; have 
all third grade students achieve grade-level literacy; close the academic 
achievement gap among all racial and ethnic groups of students and between 
students living in poverty and students not living in poverty; have all students 
attain career and college readiness before graduating from high school; and have 
all students graduate from high school. 

IV. ESTABLISHMENT OF GOALS; IMPLEMENTATION; EVALUATION AND 
REPORTING
A. School District Goals
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1. The school board has established school district-wide goals which provide 
broad direction for the school district.  Incorporated in these goals are the 
graduation and education standards contained in the Minnesota Academic 
Standards and federal law.  The broad goals shall be reviewed annually 
and approved by the school board.  The school board shall adopt annual 
goals based on the recommendations of the Advisory Committee for 
Comprehensive Continuous Improvement of Student Achievement (the 
“Advisory Committee”).

2. The Advisory Committee will be established by the school board to ensure 
active community participation in all phases of planning and improving 
the instruction and curriculum affecting state and district academic 
standards.

3. The school district-wide improvement goals should address 
recommendations identified through the Advisory Committee process.  
The school district’s goal setting process will include consideration of 
individual site goals.  School district goals may also be developed through 
an education effectiveness program, an evaluation of student progress 
committee, or through some other locally determined process.

B. System for Reviewing All Instruction and Curriculum.  Incorporated in the 
process will be analysis of the school district’s progress toward implementation of 
the Minnesota Academic Standards.

Curriculum Review Cycle

2018-2019 2019-2020 2020 – 2021 2021-2022 2022-2023 2023-2024
Year 1
Data collection
Research 
Resources
And Teaching 
Practices

Social Studies Language Arts Health and PE Music and Art Math Science & 
Industrial Tech

Year 2
Alignment, 
Mapping, 
Curriculum 
Guide, 
Procedural 
Manual, 
Purchase 
Resources

Science and 
Industrial Tech

Social Studies Language Arts Health and PE Music and Art Math

Year 3
Implement
Staff 
Development

Math Science and 
Industrial Tech

Social Studies Language Arts Health and PE Music and Art

Year 4
Inservice
Implement
Formative 
Evaluation

Music and Art Math Science and 
Industrial Tech

Social Studies Language Arts Health and PE

Year 5
Inservice
Implement
Formative 
Evaluation

Health and PE Music and Art Math Science and 
Industrial Tech

Social Studies Language Arts
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C. Implementation of Graduation Requirements

1. The Advisory Committee for Comprehensive Continuous Improvement of 
Student Achievement shall advise the school board on implementation of 
the state and local graduation requirements, including K-12 curriculum, 
assessment, student learning opportunities, and other related issues.  
Recommendations of this committee shall be published annually to the 
community.  The school board shall receive public input and comment and 
shall adopt or update this policy at least annually.  

2. The school board shall annually review and determine if student 
achievement levels at each school site meet state expectations.  If the 
school board determines that student achievement levels at a school site do 
not meet state expectations and the site has not made adequate yearly 
progress for two consecutive school years, the Advisory Committee shall 
work with the school site to adopt a plan to raise student achievement 
levels to meet state and local expectations.  The Advisory Committee may 
seek assistance from the Commissioner of the Minnesota Department of 
Education  (MDE) (the Commissioner) in developing a plan which must 
include parental involvement components.

3. The educational assessment system component utilized by the school 
board to measure individual students’ educational progress must be based, 
to the extent annual tests are administered, on indicators of achievement 
growth that show an individual student’s prior achievement.  Indicators of 
achievement and prior achievement must be based on highly reliable 
statewide or district wide assessments.  The school board will utilize 
models developed by the Commissioner for measuring individual student 
progress.  The school board must coordinate with MDE in evaluating 
school sites and continuous improvement plans, consistent with best 
practices.

D. Advisory Committee for Comprehensive Continuous Improvement of Student 
Achievement

1. By October 15 of each year, the Advisory Committee will meet to advise 
and assist the school district in the implementation of the school district 
system accountability and comprehensive continuous improvement 
process.

2. The Advisory Committee, working in cooperation with other committees 
of the school will provide active community participation in:

Year 6
Inservice
Implement
Summative 
Evaluation
Survey

Language Arts Health and PE Music and Art Math Science and 
Industrial Tech

Social Studies
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a. Reviewing the school district instructional and curriculum plan, 
with emphasis on implementing the Minnesota Graduation 
Standards;

b. Identifying annual instruction and curriculum improvement goals 
for recommendation to the school board;

c. Making recommendations regarding the evaluation process that 
will be used to measure school district progress toward its goals;

d. Making recommendations regarding the development of the 
“Annual Report on Curriculum, Instruction and Student 
Achievement.”

3. The Advisory Committee shall meet the following criteria:

a. The Advisory Committee shall ensure active community 
participation in all planning for instruction and curriculum 
affecting Graduation Standards.

b. The Advisory Committee shall make recommendations to the 
school board on school district-wide standards, assessments and 
program evaluation.

c. Building teams may be established as subcommittees to develop 
and implement an education effectiveness plan and to carry out 
methods to improve instruction, curriculum, and assessments as 
well as methods to use technology in meeting the school district 
improvement plan.

d. A local plan to evaluate student progress, using a local process, 
shall be used for developing a plan for assessment of student 
progress toward the Graduation Standards, as well as program 
evaluation data for use by the Advisory Committee in the 
instruction and curriculum review process.  This plan shall 
annually be approved by the school board.

4. The Advisory Committee shall, when possible, be comprised of two-thirds 
community representatives and shall reflect the diversity of the 
community.  Included in its membership should be:

a. The Director of Curriculum (or similar educational leader)

ab. Principal(s)

bc. School Board Member
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cd. One teacher from each building or instructional level

de. Two parents from each building or instructional level

ef. Two residents without school-aged children, non-representative of 
local business or industry

fg. Two residents’ representative of local business or industry

5. The Advisory Committee shall meet the following timeline each year:

October: Organizational meeting of the Committee to review the 
authorizing legislation and the roles and responsibilities of the 
Committee as determined by the school board.

November:Agree on the process to be used.  Become familiar with the 
instruction and curriculum of the cycle content area.

March: Review evaluation results and prepare recommendations.

May: Present recommendations to the school board for its input and 
approval.

August: Provide direction to and review “Annual Report on 
Curriculum, Instruction and Student Achievement”

E. Evaluation of Student Progress Committee.  A committee of professional staff 
shall develop a plan for assessment of student progress toward Literacy by Grade 
3, the Graduation Standards, as well as program evaluation data for use by the 
Advisory Committee in the instruction and curriculum review process.  This plan 
shall annually be approved by the school board.

F. Reporting

Consistent with Minn. Stat. §120B.36, Subd. 1, the school board shall publish the 
report in the local newspaper with the largest circulation in the district, by mail, or 
by electronic means such as the school district website. The school board shall 
hold an annual public meeting to rviewreview and revise, where appropriate, 
student achievement goals, local assessment outcomes, plans, strategies, and 
practices for improving curriculum and instruction and cultural competency and 
efforts to equitably distribute diverse, effective, experienced, and in-field 
teachers, and to review school district success in realizing the previously adopted 
student achievement goals and related benchmarks and the improvement plans 
leading to the world’s best workforce. The school district must transmit an 
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electronic summary of its report to the Commissioner in the form and manner the 
Commissioner determines. The school district shall periodically survey affected 
constituencies in their native languages, where appropriate and practicable, about 
their connection to and level of satisfaction with the school. The school district 
shall include the results of this evaluation in its published reports and in its 
summary report to the Commissioner.  
:

Legal References: Minn. Stat. § 120B.02 (Educational Expectations for Minnesota’s 
Students)
Minn. Stat § 120B.018 (Definitions)
Minn. Stat. § 120B.11 (School District Process)
Minn. Stat. § 120B.35 (Student Achievement Levels)
Minn. Stat. § 120B.35 (Student AcheivementAchievement Levels)
Minn. Stat. § 120B.36 (School Accountability; Appeals Process)
Minn. Stat. § 122A.40, Subd. 8 (Employment; Contracts; Termination) 
Minn. Stat. § 122A.41, Subd. 5 (Teacher Tenure Act; Cities of the First 
Class; Definitions) 
Minn. Stat. § 123B.04 (Site Decision Making Agreement)
Minn. Stat. § 123B.147, Subd. 3 (Principals) 
Minn. Rules Parts 3501.0505-3501.0655 Academic Standards for 
Language Arts)
Minn. Rulers Parts 3501.0700-3501.0745 (Academic Standards for 
Mathematics)
Minn. Rulers Parts 3501.0800-3501.0815 (Academic Standards for the 
Arts)
Minn. Rules Parts 3501.0900-3501.0955 (Academic Standards in Science)
Minn. Rules Parts 3501.1300-3501.1345 (Academic Standards for Social 
Studies)
20 U.S.C. § 6301, et seq. (Every Student Succeeds Act)

Cross References: MSBA/MASA Model Policy 104 (School District Mission Statement)
MSBA/MASA Model Policy 601 (School District Curriculum and 
Instruction Goals)
MSBA/MASA Model Policy 613 (Graduation Requirements)
MSBA/MASA Model Policy 614 (School District Testing Plan and 
Procedure)
MSBA/MASA Model Policy 615 (Basic Standards Testing, 
Accommodations, Modifications, and Exemptions for IEP, Section 504 
Accommodation, and LEP Students)
MSBA/MASA Model Policy 617 (School District Ensurance of 
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Preparatory and High School Standards)
MSBA/MASA Model Policy 618 (Assessment of Standard Achievement)
MSBA/MASA Model Policy 619 (Staff Development for Standards)
MSBA/MASA Model Policy 620 (Credit for Learning)



Northland Community Schools
Independent School District #118

School Board Report
Date: 10/28/21

Report Submitted by: Janessa Green (Activities Director)

DISTRICT MISSION STATEMENT: To educate and inspire all learners to reach their full potential.

Celebrations:

The volleyball team finished the regular season with a 4-20 record. They are the #3 seed in Pod C in Section 
5A, and they play Hill City at Hill City on 10/29 at 7:00pm.

The football team finished the regular season with a 7-1 record. They are the #2 seed in Section 7 9-man, 
and they play against Silver Bay at Hill City on 10/26 at 6:00pm.

Updates:

I would like to sell or ask for donations for old jerseys (such as baseball and cheerleading) at upcoming 
sporting events. I will keep track of how much money is taken in for the general fund and report back to the 
Board.

We are still searching for junior high boys basketball coach. We have not had any applicants to date.
We are still looking at numbers, and are considering the possibility of cooping junior high with Hill 
City.

SERVING REMER, LONGVILLE, BOY RIVER, FEDERAL DAM, OUTING AREAS
EVERY PERSON A LEARNER, EVERY LEARNER SUCCESSFUL; TOGETHER WE CONTROL SUCCESS.



Northland Community Schools
Independent School District #118

School Board Report
Date: 10/28/21

Report Submitted by: Janessa Green (Assistant Principal)

DISTRICT MISSION STATEMENT: To educate and inspire all learners to reach their full potential.

Celebrations:

Weekly tardies were cut in half after three weeks of implementing our new tardy procedure.

Our team has rallied around finding creative solutions to different challenges that have come up, and I’m
extremely grateful to be surrounded by such great colleagues.

Updates:

I brought the Implementation of Standards Response Protocol to the Safety (AWAIR) Committee. The
Standards Response Protocol does not replace our crisis response manual. It is simply a classroom response
enhancement for critical incidents, designed to provide consistent, clear, shared language and actions among
all students, staff and first responders. It is a partnership between the staff, students, school and first
responders.

We have implemented a sensory room. It is located in the sensory hallway and will be used as an extension
of the sensory hallway. This is a space that provides students with personalized sensory input. It helps these
children calm and focus themselves so they can be better prepared for learning and interacting with others.
We will be continually adding to this space to give our students the support they need.

SERVING REMER, LONGVILLE, BOY RIVER, FEDERAL DAM, OUTING AREAS
EVERY PERSON A LEARNER, EVERY LEARNER SUCCESSFUL; TOGETHER WE CONTROL SUCCESS.



SERVING REMER, LONGVILLE, BOY RIVER, FEDERAL DAM, OUTING AREAS
EVERY PERSON A LEARNER, EVERY LEARNER SUCCESSFUL; TOGETHER WE CONTROL SUCCESS.

Northland Community Schools 
Independent School District #118                                                                                                                                                                                                                                                                                                    

School Board Report
Date:  October 2021

Community Education Report Submitted by:  Jennifer Welk

MISSION: Northland Community Education ties local strengths, culture and resources
Together to promote and provide life-long learning for all members of our community.

Celebrations:
 Fall session in full swing. 
 Planning our 9th Trunk or Treat and could use more help. Need more people 

to volunteer to host a trunk on Halloween from 5:30-6:30 pm.
 Over 60 kids signed up for the pumpkin carving class. We ran four sessions.
 Looking for volunteer coaches for boys basketball 3-4 & 5-th grades.

 After School Youth Enrichment for 6-12 graders is going well. Staff is signing 
up to work. The students our signing up and staying after school on home game 
nights.

 Community Education Advisory Council meeting is Wednesday, November 
10th, 2021, 5:30 – 6:30 pm at NHS Board Room, Remer. Open to all.

Concerns:
None at this time
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Peace 
It does not mean to be in a place where 
there is no noise, trouble, or hard work. 
It means to be in the midst of those things 
and still be calm in your heart.
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Author/Contributor informAtion 
John-Michael Keyes - Primary Author  
Executive Director, The “I Love U Guys” Foundation 
johnmichael@iloveuguys.org 
Russell Deffner - Contributing Author  
The “I Love U Guys” Foundation 
Advisor/Contractor/Volunteer  
Tom Kelley - Contributor, Texas School Safety Center 
Dr. David Benke - Teacher Guidance 
The “I Love U Guys” Foundation Board of Directors 
david@iloveuguys.org 
SrP rEViEW CommittEE 
The “I Love U Guys” Foundation SRP Review Committee 
is comprised of safety stakeholders from a variety of per-
spectives and professions. The charter of the committee 
is to advise on the merits of any substantive changes to 
The Standard Response Protocol. This ensures that 
changes will not be incorporated into the SRP without 
consideration or deliberation. 
The SRP Review Committee communicates on substantive 
changes to the SRP primarily through the electronic means 
of email or teleconference. 
The following are the current members of the SRP Review 
Committee. 
Heilit Biehl, Threat Assessment Coordinator, Adams 12 
Five Star Schools, Colorado 
Kevin Burd, Detective Lieutenant (Ret.), Priority of Life 
Training and Consulting, Hampton, NJ 
Kevin Carroll, Executive Director, JeffCo DeAngelis 
Foundation, Colorado 
Melissa Craven, Director of Emergency Management, 
Department of  Safety, Denver Public Schools, Colorado 
Kristen Devitt, M.Ed., CTM, Director, State of Wisconsin 
Department of Justice, Office of School Safety 
Ian Lopez, Director of Safety & Security, Cherry Creek 
Schools, Colorado 
Glenn Rehberg, Deputy Director, State of Wisconsin 
Department of Justice, Office of School Safety 
Jaclyn Schildkraut, PhD, Associate Professor, 
Department of Criminal Justice, State University of New 
York at Oswego 
Brad Stiles, M.A., Emergency Response Outreach 
Consultant, Colorado School Safety Resource Center 
Mike Thompson, Assistant Director of School Security, 
Syracuse City School District, New York 
 

SPECiAl thAnkS  
Joleen Reefe - City and County of Broomfield (Joleen 
coined the phrase, “Locks, Lights, Out of Sight.”) 
Pat Hamilton – Chief Operating Officer,  
Adams 12 Five Star Schools, Colorado 
John McDonald – Executive Director, Safety, Security 
and Emergency Planning, Jefferson County Public 
Schools, Colorado 
Heidi Walts – Commander, Northglenn Police 
Department, Colorado 
Marta Alejandro  – Spanish teacher and bilingual 
educational support professional / Spanish translator and 
interpreter 
ContACt informAtion 
The “I Love U Guys” Foundation can be reached online 
at http://iloveuguys.org.  
Email: srp@iloveuguys.org. 
The “I Love U Guys” Foundation  
PO Box 919  
Conifer, CO 80433  
303.426.3100  
rEQuESt for CommEnt 
The Standard Response Protocol is a synthesis of common 
practices in use at a number of districts, departments and 
agencies. The evolution of SRP has included review, com-
ment and suggestion from a number of practitioners. As 
of 2020, the SRP has been subjected to tactical scrutiny 
by hundreds of law enforcement agencies and operational 
review and adoption by thousands of schools. 
Suggestions for modification can be made via email at 
srp_rfc@iloveuguys.org. Please include contact information, 
district, department or agency, including day time phone. 
WArningS And diSClAimEr 
Every effort has been made to make this book as complete 
and accurate as possible, but no warranty or fitness is im-
plied. The information provided is on an “as is” basis. 
Please visit our website (https://iloveuguys.org) for the de-
tailed information. 
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“Tactics are  
  intel driven.”

“But the environment  
 dictates tactics.”

– Deputy Chief A.J. DeAndrea 
– Civilian Translation: John-Michael Keyes

What we plan is based on what we know. 

But what we do, is based on where we are.
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The “I Love U GUys” FoUndaTIon 
On September 27th, 2006 a gunman entered Platte 
Canyon High School in Bailey, Colorado, held seven girls 
hostage and ultimately shot and killed Emily Keyes. During 
the time she was held hostage, Emily sent her parents 
text messages... “I love you guys” and “I love u guys. k?” 
Emily’s kindness, spirit, fierce joy, and the dignity and grace 
that followed this tragic event define the core of The “I 
Love U Guys” Foundation.  
MIssIon 
The “I Love U Guys” Foundation was created to restore 
and protect the joy of youth through educational programs 
and positive actions in collaboration with families, schools, 
communities, organizations and government entities. 
CoMMITMenT  
There are several things we are committed to. The most 
important thing we can do is offer our material at no cost 
to schools, districts, departments, agencies and organi-
zations. The reason we are able to continue to provide 
this service is due, in part, to the generosity of our donors 
and Mission Partners (see Partner with Love on the web-
site). The “I Love U Guys” Foundation works very hard to 
keep our costs down as well as any costs associated with 
our printed materials. Donor and Mission Partner support 
allows us to stretch those dollars and services even more. 
Your gift, no matter the size, helps us achieve our mission.  
Your help makes a difference to the students, teachers, 
first responders, and the communities in which we live 
and work. 
aboUT ThIs book 
Since 2015, The Foundation offered optional classroom 
training that included “Hold in your classroom.” In 2017, 
The Foundation developed materials for The Standard Re-
sponse Protocol Extended (SRP-X) that included the Hold 
action. 
For SRP 2021, the Hold action is incorporated into the 
Standard Response Protocol. 
Also for SRP 2021, the Lockout action is being changed 
to Secure. 
The SRP K-12 2021 version is currently available to down-
load. Although SRP V2 is still valid, The I Love U Guys 
Foundation recommends updating to the newer version 
as soon as feasible. 
As you begin to implement and drill the protocol, keep in 
mind that environments are different. What that means is 
that we provide you with some tactics. Things we know. 

But your school, your agencies, and your environment, 
will ultimately dictate what you do. 
CopyrIGhTs and TradeMarks 
In order to protect the integrity and consistency of The 
Standard Response Protocol, The “I Love U Guys” Foun-
dation exercises all protection under copyright and trade-
mark. Use of this material is governed by the Terms of 
Use or a Commercial Licensing Agreement. 

CoMMerCIaL LICensInG 
Incorporating the SRP into a commercial product, like soft-
ware or publication, requires a commercial license. Please 
contact The “I Love U Guys” Foundation for more infor-
mation and costs.  
TerMs oF Use 
Schools, districts, departments, agencies and organiza-
tions may use these materials, at no cost, under the fol-
lowing conditions: 

Materials are not re-sold 1.
Core actions and directives are not modified 2.

Hold - “In Your Room or Area. Clear the 2.1.
Halls” 
Secure -”Get Inside, Lock Outside Doors” 2.2.
Lockdown - “Locks, Lights, Out of Sight” 2.<.
Evacuate - A Location may be specified 2.4.
Shelter - followed by the Hazard and the  2.5.

  Safety Strategy 
The Notification of Intent (NOI) is used when the <.
materials are being evaluated. A sample NOI can 
be downloaded from the website, and is provided 
to The “I Love U Guys” Foundation through one of 
the following: 

Complete the NOI and email it to <.1.
srp@iloveuguys.org  
Send an email to srp@iloveuguys.org <.2.

The Memorandum of Understating (MOU) is used 4.
when it has been determined that the materials 
will be used. A sample MOU can be downloaded 
from the website, and is provided to The “I Love U 
Guys” Foundation by emailing it to 
srp@iloveuguys.org 

The following modifications to the materials are 5.
allowable: 

Localization of evacuation events 5.1.
Localization of shelter events 5.2.
Addition of organization logo 5.<.
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CERTIFICATION PROGRAMS 
The “I Love U Guys” Foundation is committed to providing 
its programs at no cost to a widening variety of organiza-
tions.  
To assess the fidelity of implementation within an organi-
zation, the Foundation has developed a certification pro-
gram for the Standard Response Protocol. The certification 
program is optional and is not required to use the SRP 
within your organization. 
ThE “I LOvE U GUyS” FOUNdATION MOUs 
OR NOTICE OF INTENT 
Some schools, districts, departments and agencies may 
also desire a formalized Memorandum of Understanding 
(MOU) with The “I Love U Guys” Foundation. Please visit 
https://iloveuguys.org for a current version of the MOU. 
The purpose of this MOU is to define responsibilities of 
each party and provide scope, clarity of expectations. It 
affirms agreement of stated protocol by schools, districts, 
departments and agencies. It also confirms the online 
availability of the Foundation’s materials. 
An additional benefit for the Foundation is in seeking fund-
ing. Some private grantors view the MOU as a demon-
stration of program effectiveness. 
Another option is to formally notify the Foundation with a 
Notice of Intent (NOI). This is a notice that you are reviewing 
the materials but have not adopted them yet. This is also 
available on the website.  
At a minimum, schools, districts, departments and agen-
cies that will ultimately incorporate the SRP into their safety 
plans and practices should email srp@iloveuguys.org and 
let us know. 

PRIvACy POLICy 
When you agree to the Terms of Use by sending an MOU 
or NOI, your contact information will be entered into a data-
base. You will receive notification when there are updates 
and/or new materials. You will have the opportunity to opt 
in to receive periodic blog posts and newsletters via email. 
Our Commitment to Program Users: We will not sell, 
share or trade names, contact, or personal information 
with any other entity, nor send mailings to our donors on 
behalf of other organizations. 
This policy applies to all information received by The “I Love 
U Guys” Foundation, both online and offline, as well as any 
electronic, written, or oral communications. 
Please see our website for the full Privacy text. 
ONE dEMANd 
The protocol also carries an obligation. Kids and teens are 
smart. An implicit part of the SRP is that authorities and 
school personnel tell students what’s going on. 
Certainly temper it at the elementary school level, but mid-
dle schoolers and older need accurate information for the 
greatest survivability, and to minimize panic and assist re-
covery. 
Note: Student training includes preparation for some al-
ternative methods during a tactical response but reinforces 
deference to local law enforcement. 
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IntRoductIon 
This document outlines The Standard Response Protocol 
(SRP) and offers guidance on incorporating this protocol 
into a school safety plan for critical incident response within 
individual schools in a school district. 

The intent of this document is to 
provide basic guidance with re-
spect for local conditions and au-
thorities. The only mandate pre -
sented is that districts, agencies 
and departments retain the 
“Terms of Art, which are actions,” 
and “Directives” defined by this 

protocol. 
The SRP is not a replacement for any school safety plan 
or program. It is simply a classroom response enhance-
ment for critical incidents, designed to provide consistent, 
clear, shared language and actions among all students, 
staff and first responders. 
As a standard, SRP is being adopted by emergency man-
agers, law enforcement, school and district administrators 
and emergency medical services across the country. Hun-
dreds of agencies have evaluated the it and recommended 
the SRP to thousands of schools across the US and 
Canada. 
New materials and updates can be found online at 
http://iloveuguys.org. 
A cRItIcAl look 
Be prepared to look at existing plans with a critical eye, as 
often they can be described as a “Directive” of a certain 
“Term of Art.” For example, conducting a fire drill is prac-
ticing a specific type of evacuation and the actions per-
formed are similar in all evacuation scenarios. It makes 
sense to teach and train broader evacuation techniques 
while testing or practicing a more specific directive, like 
evacuating to the parking lot due to a fire.

tIme BARRIeRS 
Time barriers or measures taken beforehand to ‘harden 
the structure’ can be an invaluable asset to safety; not 
only for staff and students, but also visitors to a campus 
who expect a friendly and secure environment. 
Time barriers are best described as a physical barrier that 
slows down the entry into, or movement through, a facility. 
Any additional delay allows trained persons to take further 
protective action and gives first responders more time to 
arrive. 
An example of a time barrier is making the exterior doors 
of a building automatically lock, and could include installing 
a film on glass door panels to prevent them from shattering, 
thereby delaying an intruder’s attempt to break into the 
premises. 
Finally, the most powerful time barrier in an active assailant 
event is a locked classroom door. The Sandy Hook Advi-
sory Commission Report* says this: 

“the testimony and 
other evidence 
presented to the 
commission reveals 
that there has never 
been an event in 
which an active 
shooter breached a 
locked classroom 
door.” 

In Foundation investigations of past school shootings where 
life was lost behind a locked classroom door, some edge 
cases were revealed. The perpetrator in the Red Lake, 
MN incident gained entry into the classroom by breaking 
through the side panel window next to the classroom door. 
In the Platte Canyon hostage incident, the perpetrator was 
already in the room when Jeffco Regional SWAT explosively 
breached the classroom door. At Marjory Stoneman Dou-
glas High School, shots were fired through glass panels in 
doors, but the perpetrator never entered any classrooms. 

*FINAL REPORT OF THE SANDY HOOK ADVISORY COMMISSION 

Presented to Governor Dannel P. Malloy State of Connecticut 

March 6, 2015 

Document page 238 - Appendix A-I.1
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Before You Begin 
Districts and schools typically have a comprehensive safety 
program established and executed by a dedicated team 
of safety or security personnel. That same Safety Team 
should be responsible for incorporating the SRP into the 
safety plan. Including staff, students and a counselor or 
nurse on the Safety Team can greatly increase the buy-in 
and participation from all campus safety stakeholders. 
If it was not done during the development of the existing 
safety plan it is highly encouraged that, while incorporating 
the SRP, the safety team establish contact with local emer-
gency services and law enforcement officials as they can 
help ensure safety plans will not conflict with existing local 
emergency services protocols. 
The STandard reSponSe proTocol 
A critical ingredient in the safe school recipe is the uniform 
classroom response to an incident at school. Weather 
events, fires, accidents, intruders and other threats to stu-
dent safety are scenarios that are planned and trained for 
by school and district administration and staff. 
Historically, schools have taken a scenario-based approach 
to respond to hazards and threats. It’s not uncommon to 
find a stapled sheaf of papers or tabbed binder in a 
teacher’s desk that describes a variety of things that might 
happen, and the specific response to each event. 
Srp iS acTion BaSed 
The Standard Response Protocol is based not on individual 
scenarios but on the response to any given scenario. Like 
the Incident Command System (ICS), SRP demands a 
specific vocabulary but also allows for great flexibility. The 
premise is simple: there are five specific actions that can 
be performed during an incident. When communicating 
these actions, the action is labeled with a “Term of Art” 
and is then followed by a “Directive.” Execution of the ac-
tion is performed by active participants, including students, 
staff, teachers and first responders. 

 hold is followed by “In your Room or Area. Clear 1.
the Halls” and is the protocol used when the 
hallways need to be kept clear of people.  

 Secure is followed by “Get Inside, Lock Outside 2.
Doors” and is the protocol used to safeguard 
students and staff within the building. 

 lockdown is followed by “Locks, Lights, Out of 3.
Sight” and is the protocol used to secure 
individual rooms and keep students quiet and in 
place. 

 evacuate may be followed by a location, and is 4.
the protocol used to move students and staff from 
one location to a different location in or out of the 
building. 

 Shelter is always followed by the hazard and a 5.
safety strategy and is the protocol for group and 
self protection. 

These specific actions can act as both a verb and a noun. 
If the action is Lockdown, it would be announced on public 
address as “Lockdown! Locks, Lights, Out of Sight.” Com-
munication to local responders would then be “We are 
under Lockdown.” 

acTionS 
Each response has specific student and staff actions. The 
Evacuate response might be followed by a location: “Evac-
uate to the Bus Zone.” Responses can also be chained. 
For instance, “Evacuate to Hallway. Shelter for Earthquake. 
Drop, Cover and Hold.” 
BenefiTS 
The benefits of SRP become quickly apparent. By stan-
dardizing the vocabulary, all stakeholders can understand 
the response and status of the event. For students, this 
provides continuity of expectations and actions throughout 
their educational career. For teachers, this becomes a sim-
pler process to train and drill. For first responders, the 
common vocabulary and protocols establish a greater pre-
dictability that persists through the duration of an incident. 
Parents can easily understand the practices and can rein-
force the protocol. Additionally, this protocol enables rapid 
response determination when an unforeseen event oc-
curs. 
The protocol also allows for a more predictable series of 
actions as an event unfolds. An intruder event may start 
as a Lockdown, but as the intruder is isolated, first re-
sponders would assist as parts of the school go to an 
“Evacuate to the gym and Lockdown,” and later “Evacuate 
to the bus zone.” 
Secure vS. lockdown 
The differentiation between Secure and Lockdown is a 
critical element in SRP. Secure recovers people from out-
side the building, secures the building perimeter and locks 
all exterior doors. This would be implemented when there 
is a threat or hazard outside of the building. Criminal activity, 
dangerous events in the community, or even a vicious dog 
on the playground would be examples of a Secure re-
sponse. While the Secure response encourages greater 
staff situational awareness, it allows for educational prac-
tices to continue with little classroom interruption or dis-
traction. 
Lockdown is a classroom-based protocol that requires 
locking the classroom door, turning off the lights and plac-
ing students out of sight of any corridor windows. Student 
action during Lockdown is to remain quiet. It does not 
mandate locking exterior doors for a few reasons: risk is 
increased to students or staff in exposed areas attempting 
to lock the doors, and locking exterior doors inhibits entry 
of first responders and increases risk as responders at-
tempt to breach doors. If the doors are already locked, 
leave them alone. 
Be aware that situations can change quickly. Depending 
on what’s happening, a Lockdown might change to a Se-
cure condition, or the Secure condition evolves to Lock-
down. Refer to the FAQs on page 30. 
TacTical reSponSeS 
SRP also acknowledges that some school incidents involve 
a tactical response from law enforcement, and suggests 
consultation with local law enforcement regarding expec-
tations and actions.
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Protocol Details summary 
This section of the guidance defines conditions, actions, 
responsibilities and other aspects of preparing and incor-
porating The Standard Response Protocol within a school 
or district safety plan. 

Prerequisites:  
Nims aND ics 
In order to coordinate the use of the SRP in district plans, 
it is highly recommended that key individuals within the 
district and those with a role in district/campus emergency 
operations, complete the following courses through FEMA. 

IS 100.C: Introduction to the Incident Command 1.
System 
IS-700.B: An Introduction to the National 2.
Incident Management System 
IS 362.A: Multihazard Emergency Planning for 3.
Schools 

These courses are available online at no cost using the in-
ternet at http://training.fema.gov. Anticipate one to three 
hours per course to successfully achieve certification. The 
courses are offered at no charge. Please note: The “I Love 
U Guys” Foundation is not affiliated with FEMA. 

resources aND creatiNG 
relatioNsHiPs 
Throughout this book, you’ll see quite a few suggestions 
to contact your local or regional responders, whether it’s 
law enforcement, emergency services or fire departments. 
Communication with these local resources is essential.  
In most areas, schools are the largest population centers 
during a school day, so it makes sense to utilize the advice 
and services those agencies provide. Additionally, some 
county emergency managers are equipped to assist with 
your safety planning. Some school districts are able to en-
gage with their regional Department of Homeland Security 
for training resources. 
Take a look around your county and state and see what’s  
available. 
If you would like to speak with other schools or districts 
prior to utilizing the Standard Response Protocol, contact  
The “ I Love U Guys” Foundation (info@iloveuguys.org) 
and we may be able to connect you with a school or dis-
trict near you that has a similar profile and similar chal-
lenges. 
Doors, locks aND stress 
A consistent observation by first responders is that human 
beings have difficulty completing even routine tasks when 
they are under stress. The otherwise simple task of locking 
the classroom door may become extremely difficult for a 
teacher who has just heard a Lockdown order. Elevated 
adrenaline levels may result in the loss of fine motor skills, 
which can impede an act as normal as inserting a key to 
lock a door. 
Keeping classroom doors locked during instruction has 
proven to be a time barrier. While this may create an in-
convenience if students are late or need to re-enter class-
room for other reasons, it provides an essential layer of 
protection against intruders.  
talk to tHe Fire marsHal 
It’s important to discuss classroom security options and 
modification with local fire authorities. Some will allow a 
locked classroom door to be propped open during the 
school day, while some will not. Variances in local Fire 
Codes and application will help determine the options for 
your schools.  

STANDARD
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MeMoranda of Understanding  
Establishing a Memorandum of Understanding (MOU) 

and/or Mutual Aid Agreement (MAA) between responding 

agencies and local resources are critical. It is insufficient 

to rely on a conversation or handshake between entities 

who would respond to an incident or provide resources 

during an emergency.  

Written agreements such as MOUs and MAAs are impor-

tant to emergency operation plans and should be reviewed 

and updated regularly. 

An SRP-focused Sample MOU between a School District 

and Law Enforcement/Fire/EMS was created by The “I 

Love U Guys” Foundation in order to guide schools in cre-

ating effective MOU’s with local first responders. This can 

be downloaded from The “I Love U Guys” Foundation’s 

website. 

ClassrooM Posters 
Part of a school’s commitment to SRP is displaying posters 

in classrooms, libraries, cafeterias, gymnasiums, auditori-

ums and hallways. 

The Foundation recognizes that this commitment may im-

pact printing budgets and consequently asks that schools 

or districts commit to a time frame when poster installation 

can be completed. 

Two sizes of posters are available in English and Spanish 

at http://iloveuguys.org at no charge. 

training resoUrCes 
While the SRP materials may be downloaded and imple-

mented at no cost, The Foundation can provide on-site or 

online training for a cost, and has worked with a number 

of organizations in providing training workshops. 

Send training inquiries to training@iloveuguys.org.  
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STUDENTS ADULTS
Return to inside of building 
Do business as usual 

Bring everyone indoors 
Lock outside doors 
Increase situational awareness  
Account for students and adults 
Do business as usual

SECURE! 
Get inside. Lock outside doors.

STUDENTS ADULTS
Clear the hallways and remain in room or 
area until the “All Clear” is announced 

Do business as usual 

Close and lock door 
Account for students and adults 
Do business as usual

HOLD! In your room or area. Clear the halls.

IN AN EMERGENCY 
TAKE ACTION

STUDENTS ADULTS
Leave stuff behind if required to 
If possible, bring your phone 
Follow instructions 

Lead students to Evacuation location 
Account for students and adults  
Notify if missing, extra or injured students 
or adults

STUDENTS ADULTS
Move away from sight 
Maintain silence 
Do not open the door 

Recover students from hallway if possible 
Lock the classroom door 
Turn out the lights  
Move away from sight 
Maintain silence 
Do not open the door 
Prepare to evade or defend 

LOCKDOWN! Locks, lights, out of sight.

EVACUATE! (A location may be specified)

SHELTER! Hazard and safety strategy. 

© Copyright 2009-2020, All Rights Reserved. The “I Love U Guys” Foundation. Conifer, CO. The Standard Response Protocol and Logo are Trademarks of The “I Love U 
Guys” Foundation and may be registered in certain jurisdictions. This material may be duplicated for distribution per “SRP Terms of Use”. SRP TxSSC 2021 Poster_EN |  
V 4.0 | Revised: 07/14/2020 | http://iloveuguys.org

STUDENTS ADULTS
Use appropriate safety strategy 
for the hazard

Lead safety strategy 
Account for students and adults 
Notify if missing, extra or injured students 
or adults

Hazard Safety Strategy 
Tornado	 Evacuate to shelter area 
Hazmat	 Seal the room 
Earthquake	 Drop, cover and hold 
Tsunami	 Get to high ground



CommuniCation 
Every school’s Emergency Operations Plan (EOP) should 
contain a section for communicating both internally and 
externally during a crisis situation.  
In any type of event, clear and well-planned communication 
is essential. Depending on the type of incident, you might 
have only minutes to prepare a statement and communi-
cate it to the appropriate people. 
Primarily, give the staff and students as much information 
as possible so they can make informed decisions about 
their actions. If little is known about the situation, tell them 
that. 
Communication to parents and guardians is critical as well. 
It’s likely that a number of them will show up at the school 
no matter what’s going on, so letting them know what’s 
happening and what to do is a must. 
inCiDEnt CommanD 
When your Safety Team is creating an EOP, they’ll include 
some level of the Incident Command System (ICS), which 
is the hierarchy of authority and responsibilities. One role 
in ICS is the Public Information Officer (PIO) and this role 
can be used on a daily basis.  
Having a Communication Team in your school and/or dis-
trict is good practice in order to keep lines of communica-
tion ongoing for everyday events and activities.  
Many school districts have a full time Communication/PIO 
supervisor. Within a school, there is usually at least one 
person who manages the low level event and activity com-
munication along with their primary job.  
High level event information should be handled by a com-
petent and well versed individual who provides information 
that is clear, concise, and complete enough in content to 
further the mission.  
Create a policy for protocol and content for each commu-
nication channel to maintain consistency. 
ChannEls 
Decide which methods of communication are the best fit 
for your community. This is reliant on your community’s in-
ternet bandwidth, cell phone service and other preferences. 
Whatever you choose needs to be reliable, fast, and reach 
a high percentage of the community members. Document 
who on the Communication Team has access to update 
each channel. 
Also, think about which channels are used regularly for 
day to day messaging, like emails, and consider using al-
ternate methods for emergencies such as text and phone, 
which may not be used as frequently. Doing so will alert 

the recipients that this is not the regular, daily email, but 
something more  important. 
ContaCts 
After determining the best channels to use, decide who 
you will need to communicate with. Certainly staff and 
parents, but also students depending on the age group. 
Asking parents to keep their contact information updated 
is critical. Add responders and dispatchers as needed. 
timE 
For certain incidents there are only a few minutes to pre-
pare. If Law Enforcement or Fire is involved, people will 
hear about an incident quickly. Reaching your stakeholders 
immediately with any type of message acknowledging the 
incident is essential. Have some basic message formats 
approved and ready to use. 
ContEnt 
Not every situation needs immediate text messages and 
emails, so it’s important to determine what is warranted 
and when. Less urgent situations—a school cancellation 
with ample notice, for example—might warrant an email, 
mass phone message and website update, whereas an 
unexpectedly early dismissal requires mass phone calls 
and text messages to ensure that information is received 
quickly. 
An initial message can be as simple as stating that some-
thing has happened, and telling stakeholders where to find 
updates. 
Include only the factual information you have; do not spec-
ulate. The recipients of your outgoing messages must be 
able to trust in the validity of the content. 
Any situation that requires emergency communication for 
an incident will also require a follow-up.  
PREPaRation 
A tabletop exercise is a start; basically it’s a brainstorming 
session. Your Communication Team can talk through pos-
sible scenarios and formulate messaging accordingly. They 
must think about what immediate information is necessary, 
how to follow up, and who they will need to speak with/fol-
low to receive trusted updates. 
Use the 27/9/< rule during message preparation. This is a 
very basic recommendation and suggests using a total of 
27 words, which can be spoken in about 9 seconds, con-
taining three or fewer key points.  
The team should pre-script some basic messages that 
may be sent out, with blank spaces for details like time 
and date. Having these pre-approved and available will 
aid the team later if they’re under stress or time constraints. 
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Hold 
In YouR Room oR AReA.  
CleAR tHe HAlls 
There may be situations that require students to remain in 
their classrooms. For example, an altercation in the hallway 
may require keeping students out of the halls until it is re-
solved. A medical issue may require only one area to be 
cleared, with halls still open in case outside medical assis-
tance is required. 
There may be a need for students who are not in a class-
room to proceed to an area where they can be supervised 
and remain safe. 
PublIC AddRess 
The public address for Hold is: “Hold in your room or area. 
Clear the Halls.” and is repeated twice each time the public 
address is performed. There may be a need to add direc-
tives for students that are not in a classroom, at lunch or 
some other location where they should remain until the 
hold is lifted. 
“Hold in your room or area. Clear the Halls. 
 Hold in your room or area. Clear the Halls.”  
PublIC AddRess - ReleAse 
A Hold can be released by Public Address. 
“The Hold is released. All Clear. 
 The Hold is released. All Clear.” 
InCIdent CommAnd sYstem 
The School Incident Command System should be initi-
ated. 
ACtIons 
Students and teachers are to remain in their classroom or 
area, even if there is a scheduled class change, until the 
all clear is announced. 
Students and staff in common areas, like a cafeteria or a 
gym, may be asked to remain in those areas or move to 
adjoining areas like a locker room. 
Students and staff outside of the building should remain 
outside unless administration directs otherwise. 
It is suggested that prior to locking the classroom door,  
teachers should rapidly sweep the hallway for nearby stu-
dents. Additionally, teachers should take attendance, note 
the time, and conduct business as usual.  
In a high school with an open campus policy, communicate 
as much detail as possible to students who are temporarily 
off campus. 
 

ResPonsIbIlItY 
Typically an administrator is responsible for initiating a Hold, 
however anyone should be able to call for a Hold if they 
observe something happening that would require this ac-
tion. 
PRePARAtIon 
Student, teacher, and administrator training. 
dRIlls  
Hold should be drilled at least once a year, or as mandated 
by state requirements. 
ContIngenCIes 
Students are trained that if they are not in a classroom 
they may be asked to identify the nearest classroom and 
join that class for the duration of the Hold. 
exAmPles of Hold CondItIons 
The following are some examples of when a school might 
initiate a Hold: 

An altercation in a hallway; •
A medical issue that need attention; •
Unfinished maintenance operation in a common area •
during class changes. 

InteRnAl/PRInCIPAl messAgIng 
To students and staff during an incident. 
Example Situation: Medical Emergency 
“Students and staff, please Hold in the cafeteria or your 
room. We’re attending to a medical situation near the of-
fice.” 
“Students and staff, the Hold is released. All clear. 
Thank you for your assistance with making this Hold work 
smoothly.” 
messAgIng to PARents 
To parent and community after a Hold event 
Example Situation: Medical Emergency 
“Today at (time of day), there was a limited First Aid event 
in the building which required the Hold action to be initiated. 
Hallways were cleared and the event was handled 
promptly. Questions can be directed to (PIO) 
jdoe@school.org”  

Hold 
 In Your Room or Area
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Secure 
Get InSIDe, LOck OutSIDe DOOrS. 
The Secure Protocol is called when there is a threat or 
hazard outside of the school building. Whether it's due to 
violence or criminal activity in the immediate neighborhood, 
or a dangerous animal in the playground, Secure uses the 
security of the physical facility to act as protection. 
PubLIc ADDreSS 
The public address for Secure is: “Secure! Get Inside. Lock 
outside doors” and is repeated twice each time the public 
address is performed. 
“Secure! Get Inside, Lock outside doors.  
 Secure! Get Inside, Lock outside doors.” 
ActIOnS 
The Secure Protocol demands bringing people into a se-
cure building, and locking all outside access points. 
Where possible, classroom activities would continue unin-
terrupted. Classes being held outside would return to the 
building and, if possible, continue inside the building. 
There may be occasions when students expect to be able 
to leave the building - end of classes, job commitment, 
etc. Depending on the condition, this may have to be de-
layed until the area is safe. 
During the training period it should be emphasized to stu-
dents as well as their parents that they may be inconve-
nienced by these directives, but their cooperation is im-
portant to ensure their safety. 
cOntrOLLeD reLeASe 
Circumstances where a threat is perceived but not directly 
evident may warrant a Controlled Release. During a Con-
trolled Release, parents or guardians may be asked to 
pick up students rather than have them walk home. Buses 
may run as normal, but increased monitoring of the bus 
area would occur. There may be additional law enforcement 
presence. 
MOnItOreD entrY 
When there is a perceived threat but it’s not immediate, 
anyone entering the building is more closely monitored, 
especially during after-school gatherings. Students chang-
ing classes between buildings or going to the parking lot 
might be escorted with a heightened awareness. 
IncIDent cOMMAnD SYSteM 
The School Incident Command System should be initi-
ated. 
reSPOnSIbILItY 
During a Secure event, administration or staff may be re-
quired to lock exterior access points. Staff members as-
signed "Primary Responsibility" for a "Secure Zone" would 

follow the designated protocol during a drill as well. These 
areas may include doorways, windows, loading docks, 
and fire escape ladder access points. The assigned staff 
is designated as having "Secure Duty." 
A person should also be assigned "Secondary Responsi-
bility" for Secure Duty in the event the person with Primary 
Responsibility is absent or unable to perform the protocol. 
Assign someone to attach the Secure posters (shown on 
the right), outfacing, to building entry doors to alert potential 
visitors of the Secure condition.  
rePOrteD bY 
Secure is typically reported by emergency dispatch to the 
school office. Office staff then invokes the public address 
and informs administration. 
It may also be reported by students, staff or teachers if a 
threat is directly observed outside of the building. 
PrePArAtIOn 
Identification of perimeter access points that must be 
locked in a Secure event defines the Perimeter. In the 
event a perimeter cannot be secured, identify areas within 
each building that can be secured. 
Secure Zones - areas of a school or campus with exterior 
access points - should be established and protocols de-
veloped to ensure that those on “Secure Duty” attend to 
all areas in their zone.  
Preparation includes identification of staff with Primary and 
Secondary responsibility and assignment of these duties. 
DrILLS 
Secure drills should be performed at least twice a year, or 
as mandated by state requirements. At least one should 
be performed while outdoor activities are in progress. 
cOntInGencIeS 
There may be physical attributes to the campus that man-
date special handling of a Secure event. An example would 
be a campus where modular buildings are present. If the 
modular building cannot be secured, it may be best for 
students to Evacuate to the main building rather than going 
to Secure in the modular building. Listen for specific addi-
tional directives. 
If the school is a distributed campus (multiple permanent 
buildings), they will have to consider what their perimeter 
is. In a perceived and indirect threat, they may decide that 
extra supervision for class changes between buildings is 
sufficient and appropriate. 
If, during a Secure event, an additional hazard manifests 
(i.e.: fire, flood, hazmat), then additional directives will be 
given for the appropriate response. 

Secure 
Get Inside, Lock Outside Doors.



ExamplEs of sEcurE conditions 
The following are some examples of when a school or 

emergency dispatch might call for Secure Protocol. 

Unknown or unauthorized person on the grounds •
Dangerous animal on school grounds •
Criminal activity in area •
Planned police activity in the neighborhood •

mEdia mEssaging 
To the community during an event. 

Example Situation: Criminal Activity Nearby 

If your school has been notified by law enforcement that 

there’s activity in the area, you might use this type of mes-

sage: 

"We have been advised there is police activity in the area 

of (location). Staff and students are accounted for and 

the Secure Protocol has been established. Updates to fol-

low."  

dispatch mEssaging 
To the school prior to this occurring. 

Example Situation: Planned Warrant Service Notification 

“Be advised there is a planned police activity today (date), 

sometime between (time range), in the area of (neigh-
borhood or nearby intersection). We request the schools 

in the area place their campuses in the Secure protocol 

during this event. Be advised there may be an increased 

Law Enforcement presence in the area and the potential 

of loud noises. We will notify you when the event has con-

cluded.” 

WhEn... thEn... 
The following scenario happened in a school district, and 

is a good topic of discussion during tabletop exercises. 

Example: Shots are fired in the neighborhood 

In this event, the school day had ended at a neighborhood 

middle school. Some students were walking home, some 

were on buses, and some were on campus for after-school 

sports. When the shots were fired, who was in charge of 

the communication? 

Law Enforcement needed to alert the school. •
The school was responsible for sending an alert to •
students/parents/guardians. 

Students who were still on campus were brought in-•
side, and the campus enacted the Secure Protocol. 

Law Enforcement increased patrols in the neighbor-•
hood as they sought the source of the gunfire.  

Dispatch maintained communication with the •
school’s Communication Team.
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Lockdown 
LockS, LightS, out of Sight 
Lockdown is called when there is a threat or hazard inside 
the school building. From parental custody disputes to in-
truders to an active assailant, Lockdown uses classroom 
and school security actions to protect students and staff 
from the threat. 
PubLic AddreSS 
The public address for Lockdown is: “Lockdown! Locks, 
Lights, Out of Sight!” and is repeated twice each time the 
public address is performed. 
“Lockdown! Locks, Lights, Out of Sight!  
Lockdown! Locks, Lights, Out of Sight!” 
ActionS 
The Lockdown protocol demands locking individual class-
room doors, offices and other securable areas, moving 
occupants out of line of sight of corridor windows, turning 
off lights to make the room seem unoccupied, and having 
occupants maintain silence. 
There is no call to action to lock the building’s exterior ac-
cess points. Rather, the protocol advises leaving the 
perimeter as is. The reasoning is simple - sending staff to 
lock outside doors exposes them to unnecessary risk and 
inhibits first responders’ entry into the building. If the exte-
rior doors are already locked, leave them locked but do 
have a conversation with your local responders so they 
understand and can gain access during a Lockdown. The 
best option is to have the ability to lock doors remotely. 
Teacher, staff and student training reinforces the practice 
of not opening the classroom door once in Lockdown. No 
indication of occupancy should be revealed until first re-
sponders open the door. 
If the location of the threat is apparent and people do not 
have the option to get behind a door, it is appropriate to 
self-evacuate away from the threat. 
incident commAnd SyStem 
The School Incident Command System should be initiated. 
reSPonSibiLity 
The classroom teacher is responsible for implementing 
their classroom Lockdown. If it is safe to do so, the teacher 
should gather students into the classroom prior to locking 
door. The teacher should lock all classroom access points 
and facilitate moving occupants out of sight. 
rePorted by 
When there is a life safety threat on campus, a Lockdown 
should be immediately initiated by any student or staff 
member. Initiating the Lockdown may happen through var-
ious methods, or a combination of methods, depending 

on the procedures and alert systems utilized by each 
school and district. Lockdown alerts may be made by 
word of mouth, phone, radio systems, intercom, panic 
buttons, or more advanced forms of technology. Plan the 
communication method in advance to set expectations 
for students and staff. Regardless of the method(s) of no-
tification, the initiation of a Lockdown should be consistent, 
simple and swift, and include immediate notification of 
school administration and local law enforcement agencies.  
PrePArAtion 
Identification of classroom access points that must be 
locked in the event of a Lockdown is essential preparation. 
These may include doorways, windows, loading docks, 
and fire escape ladder access points. 
A “safe zone” should also be identified within the classroom 
that is out of sight of the corridor window. Teachers and 
students should be trained to not open the classroom 
door, leaving a first responder, school safety team member 
or school administrator to unlock it. 
Students, staff and teachers should be advised that a 
Lockdown may persist for several hours, and during an 
incident silence is recommended. 
driLLS 
Lockdown drills should be performed at least twice a year, 
or as mandated by state requirements. If possible one of 
these drills should be performed with local law enforcement 
personnel participation. At a minimum, law enforcement 
participation in the drill should occur no less than once 
every two years. 
For more information, see the Lockdown Drills section of 
this book. 
contingencieS 
Students and staff who are outside of classrooms when a 
Lockdown is announced should try to get into the closest 
available classroom, or room with door that can be se-
cured. In the event someone cannot get into a room before 
doors are locked, they should be instructed about other 
options. In this situation, students and staff should be 
trained to hide or even evacuate themselves away from 
the building or area. Students and staff should receive 
training on where to go if they self-evacuate so they can 
be safe and accounted for. 
If, during a Lockdown, an additional hazard manifests 
inside the school such as a fire, flood, or hazmat incident, 
then situational decisions must be made. There should be 
discussions about reacting to a fire alarm if it is activated 
during a Lockdown. This may require following additional 
directives of the SRP.  

Lockdown 
 Locks, Lights, out of Sight



Cell Phones 
It is not uncommon for school administrators to ban cell 
phone use during a Lockdown. Parent instincts may be at 
odds with that ban. Often, one of the first things a parent 
will do when there is a crisis in the school is text their 
child. 
In evaluating actual Lockdown events, the initial crisis may 
only take minutes. After the threat is mitigated, Law En-
forcement typically clears the school one classroom at a 
time. This process may take significant time. During this 
time, both parents and students can reduce stress through 
text communications. This also provides a classroom man-
agement strategy. Selecting three or four students at time, 
a teacher may ask students to text their parents with a 
message like this: “We’re in Lockdown. I’m okay and I’ll 
update you every 5 minutes.” Certainly, if a threat is immi-
nent, texting would be discouraged. 
There is also an opportunity to ask the students to text 
their parents with crafted messages as an event unfolds. 
For example, “Pick me up at Lincoln Elementary in one 
hour. Bring your ID,” might be recommended for student-
parent reunification. 
It may also be beneficial to have students turn off both Wi-
Fi and cellular data services. This frees up bandwidth for 
first responders, while still allowing SMS text messaging.  
examPles of loCkdoWn Conditions 
The following are a few examples of when a school or 
emergency dispatch might call for a Lockdown. 

Dangerous animal within school building •
Intruder •
Angry or violent parent or student •
Report of a weapon •
Active assailant •

red Card/Green Card 
Red Card/Green Cards should NOT be used for a Lock-
down. Based on a number of tactical assessments, the 
overwhelming consensus is that this practice provides in-
formation to an armed intruder that there are potential tar-
gets in that room. 

media messaGinG 
To community after an event. 
Example Situation: Intruder in the School 
“Today at (time of day), there was an individual observed 
entering (school name). The individual was later identified 
as a non-custodial parent of a student at (school name). 
School officials placed the school on Lockdown and noti-
fied the police of the situation. The individual was not able 
to gain access to any students at the school and the police 
are investigating the situation.” 

disPatCh 
To responding officers during an event. 
Example Situation: Angry/Violent Parent at School 
“(Dispatched units) there is a disturbance at (school 
name). A parent (identity if known, physical description) 
on scene is screaming, throwing items, and threatening 
staff in the office area of the school. The reporting party 
advised the school has been placed on Lockdown. (time 
stamp).” 

laW enforCement messaGinG 
To community/media after event. 
Example Situation: Weapon Report 
“On (date) at (time of day), (LE Agency) received the re-
port of a student who had brought a weapon to (school 
name) and was allegedly armed in an otherwise unoccu-
pied classroom. School officials advised the remainder of 
the school had been placed on Lockdown. Upon arrival, 
officers were able to make contact with the student and 
placed the student into custody without incident. The in-
vestigation is ongoing.”
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the duration of a loCkdoWn 
A question that occasionally arises is “How long does it 
take to release a Lockdown?” The answer is, “That de-
pends, but probably longer than you want to hear.”  
The Foundation has heard accounts of a Lockdown 
lasting for hours. In one case - a weapon report - the 
school was in Lockdown for over three hours. In another 
- an active assailant in the building - it took about an 
hour after the issue was resolved for law enforcement 
to clear the classrooms. 

What about Cell Phones? 
One of the occasionally heated conversations is about 
cell phone usage. If the current trends continue, there 
will be a point in the future where nearly every student 
will have a communication device.  
There may be cases where law enforcement will ask 
students to leave their phones behind. A bomb threat 
for example.  
In many cases, having the ability to craft messages for 
students to send their parents, or for students to call 
their parents, can be of tremendous value.  
The Foundation freely admits to a bias though. Take just 
a moment and think of the origination of the Foundation. 
(See page 8.) 
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EvacuatE 
to a Location 
Evacuate is called when there is a need to move people 
from one location to another. 
Most often, evacuations will be necessary when there’s a  
heating/ventilation system failure, nearby gas leak, or bomb 
threat. In those cases, people will  be allowed to bring 
their personal items with them. An evacuation drill is very 
similar to a fire drill.  
PubLic addrEss 
The public address for Evacuate is: “Evacuate! To a Loca-
tion” and is repeated twice each time the public address 
is performed. For instance, “Evacuate! To the Flag Pole.” 
“Evacuate! To a location.  
Evacuate! To a location.” 
actions 
The Evacuate Protocol demands students and staff move 
in an orderly fashion. 
incidEnt command systEm 
The School Incident Command System should be initiated. 
rEsPonsibiLity 
The classroom teacher or administrator is usually respon-
sible for initiating an evacuation. The directives or actions 
may vary for fire, bomb threat, or other emergency. Other 
directions may be invoked during an evacuation and stu-
dent and staff should be prepared to follow specific instruc-
tions given by staff or first responders. 
PrEParation 
Evacuation preparation involves the identification of facility  
evacuation routes, evacuation assembly points and evac-
uation sites, as well as student, teacher, and administrator 
training. An evacuation site usually becomes the reunifica-
tion site, so plan accordingly. Ideally choose an offsite 
evacuation facility that’s in walking distance and another 
father away from the school in case the hazard is in the im-
mediate area. Have an MOU in place with each site to out-
line expectations and responsibilities in advance. There is 
a sample MOU for this on The “I Love U Guys” website. 
Evacuation assEmbLy 
The Evacuation Assembly refers to gathering at the Evac-
uation Assembly Point(s). Teachers are instructed to take 
roll after arrival at the Evacuation Assembly Point(s).  
Schools with large populations might plan on having mul-
tiple, predetermined assembly points so everyone isn’t 
grouped together. 

driLLs  
Evacuation drills should be performed at least twice a year 
or as mandated by state law. Fire drills are often required 
regularly, and constitute a valid evacuation drill. 
incidEnt command systEm 
The School Incident Command System should be initiated. 
contingEnciEs 
Students are trained that if they are separated from their 
class during an evacuation, then joining another evacuation 
line is acceptable. They should be instructed to identify 
themselves to the teacher in their group after arriving at the 
Evacuation Site. 
rEd card/grEEn card/mEd card 
After taking roll, the Red/Green/Med Card system is em-
ployed for administrators or first responders to quickly, vi-
sually identify the status of the teachers’ classes. Teachers 
will hold up the Green card if they have all their students 
and are good to go. They hold up Red card if they are 
missing students, extra students or another problem, and 
use the Med card to indicate their need for some sort of 
medical attention. 
See the Materials Section for examples. 

intErnaL PrinciPaL / sro mEssaging 
To the students and staff. 
Example Situation: Possible Hazmat Situation in the 
School 
“Evacuate to your assembly point. Evacuate to your as-
sembly point. Please initiate evacuation procedures im-
mediately and meet at your assigned assembly point out-
side”  

mEdia mEssaging 
To the media/community after an event. 
Example Situation: Gas Leak 
“Today at (time of day) students and staff at (school 
name) were ordered to evacuate due to the report of the 
smell of natural gas in the area of the school. The students 
evacuated to (evacuation location) in order to be reunited 
with their parents/guardians. Officials say the natural gas 
odor was as a result of a gas line that was broken by a 
road crew at (location) and is currently being repaired. 
School will be back in session on its normal schedule to-
morrow.” 
 
 

EvacuatE 
 a Location may also be given
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Police led evAcuAtion 
In the rare situations where law enforcement is clearing 
classrooms and escorting students and staff out of the 
classroom and through the building, it is important to have 
provided advance instruction on what to expect. 
Public Address  
There may or may not be any public address notifying stu-
dents and staff that law enforcement is performing these 
actions. 
Actions 
As officers enter the classroom, students and staff must 
keep their hands visible and empty. It is unlikely that stu-
dents or staff may be able to bring backpacks, purses or 
any personal items with them during a Police Led Evacu-
ation. Students may be instructed to form a single file line 
and hold hands front and back, or students and staff may 
be asked to put their hands on their heads while evacuat-
ing.  
WhAt to exPect 
Prepare students and staff that during a Police Led Evac-
uation, officers may be loud, direct and commanding. Stu-
dents and staff may also be searched both in the 
classroom and again at the assembly area. 
emotionAl resPonsibility 
There is a new conversation occurring with law enforce-
ment regarding their role in post-event recovery. This is a 
growing area and warrants conversations between 
schools, districts, and agencies about how to keep stu-
dents safe, and reduce trauma that might be associated 
with a Police Led Evacuation. 
PrePArAtion 
Student, teacher, and administrator training. 
contingencies 
In an off-site evacuation to a reunification site, Incident 
Commanders should  consider leaving students and staff 
in their rooms until transportation arrives. Your team can 
also discuss communicating to classrooms that the threat 
has been minimized enough that they may relax and wait 
for evacuation. 
When it’s time, each room can be cleared directly to the 
buses in order to minimize trauma.  
It is recommended to avoid the scene of the incident when 
exiting. Transport directly to the Reunification Site. 
 

mediA messAging 
To the media/community after an event. 
Example Situation: Violent Event 
“On (date) at (time of day), (agency name) responded to 
(school name) in reference to (event type). Officers as-
sisted with safely escorting students and staff out of the 
school and to the Evacuation site where the (School Dis-
trict) was able to initiate the Reunification process.” 
disPAtch messAging 
To responding officers during an event. 
Example Situation: Police Led Evacuation 
“(Dispatched Units) respond to (school name) to assist 
with Evacuation of students and staff. Assistance is needed 
to accompany individuals out of the school and to the Se-
cure Assembly Area at (location). Respond to the Com-
mand Post for your assignment. (time stamp)” 
lAW enForcement messAging 
To responding officers during an event. 
Example Situation: Gas Leak 
(Police unit name) respond to (area near the school) to 
assist with evacuating students from (school name) be-
cause of gas smell in the building. Meet with (supervisor) 
for further information to assist with Evacuation and Re-
unification.  

Police led 
 evacuation After a lockdown
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Shelter  
Shelter is called when specific protective actions are 
needed based on a threat or hazard. Training should in-
clude response to threats such as tornado, earthquake, 
hazardous materials situation or other local threats. 
PublIc AddreSS 
The public address for shelter should include the hazard 
and the safety strategy. The public address is repeated 
twice each time the public address is performed. 
“Shelter! For a hazard. Using safety strategy.  
Shelter! For a hazard. Using safety strategy.” 
hAzArdS MAy Include 

Tornado •
Severe weather •
Wildfires •
Flooding •
Hazmat spill or release •
Earthquake •
Tsunami •

SAfety StrAtegIeS MAy Include 
Evacuate to shelter area •
Seal the room •
Drop, cover and hold •
Get to high ground •

ActIonS 
Collaboration with local responders, the National Weather 
Service, and other local, regional and state resources will 
help in developing specific actions for your district re-
sponse.  
IncIdent coMMAnd SySteM 
The School Incident Command System should be initiated. 
reSPonSIbIlIty 
Sheltering requires that all students and staff follow re-
sponse directives. Districts should have procedures for all 
foreseeable local hazards and threats which include provi-
sions for those individuals with access and functional 
needs.  
PrePArAtIon 
Identification and marking of facility shelter areas. 
drIllS 
Shelter safety strategies should be drilled at least twice a 
year, or as mandated by the state. 

Shelter - StAte the hAzArd And 
SAfety StrAtegy  
Using the Shelter Protocol and stating the hazard allows 
for understanding of the threat and the associated protec-
tive actions. Most often, the Shelter Protocol is utilized for 
tornadoes and other severe weather, in which case it 
would include the shelter location for students and staff, 
and what protective posture or action they should take. 
Sheltering for a hazardous materials spill or release is very 
different. In the case of a hazmat situation, students and 
staff would be directed to close their windows, shut down 
their heating and air conditioning units and seal windows 
and doors to preserve the good inside air while restricting 
the entry of any contaminated outside air. Listening to spe-
cific directives is critical to a successful emergency re-
sponse. 
PlAIn lAnguAge  
NIMS and ICS require the use of plain language. Codes 
and specific language that are not readily understood by 
the general public are no longer to be used. The SRP uses 
shared, plain, natural language between students, staff and 
first responders. If there are specific directives that need 
to be issued for a successful response in a school, those 
should be made clearly using plain language. There is 
nothing wrong with adding directives as to where to shel-
ter, or what protective actions should be used in the re-
sponse. 
cuStoMIzAtIon 
The classroom poster is sufficient for generic Shelter guid-
ance. The Foundation recognizes that localized hazards 
may need to be added to the poster.  For this reason, the 
Public Address poster is available in MS Word for cus-
tomization. 

Shelter 
State the hazard and Safety Strategy

About Shelter-In-PlAce 
There is a long tradition of using the term “Shelter-in-
place” for a variety of hazards. While still in common use, 
the SRP suggests simply stating the hazard and provid-
ing a safety strategy.  
A deep exploration of the FEMA website found over a 
dozen different scenarios where “Shelter-in-place” was 
advised. Two of the most common were for Tornado or 
Hazmat. Very different actions would be taken for those 
hazards. A single directive, “Shelter-in-place” doesn’t 
provide the necessary information. “Tornado! Get to the 
storm shelter! ” is more direct. 
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srP overview wall Poster 
This K12 SRP overview wall poster was created for you to 
print and place on walls in order to remind everyone of the 
different SRP actions and allow teachers to start the con-
versation about SRP with their students. 
Placing Posters is an essential step in full implementation 
of the SRP. The poster should be displayed in every class-
room, near building entries, and the entrances to the cafe-
teria, auditorium and gym. The shelter hazards and safety 
strategies can be modified for local conditions. 
The poster is available in letter size (8.5 x 11”) and tabloid 
size (11 x 17”), in English and Spanish. 

note to Printers 
This material may be duplicated for distribution per “SRP 
Terms of Use,”which read as follows:  
Terms of Use: District/school is responsible for physical 
material production of any online resources provided by 
The Foundation. The District/school is not required to utilize 
printing services provided by The Foundation for production 
of support materials. 

What this means: You may print this material for them. 
Terms of Use: School District agrees to incorporate the 
SRP using the terms of art and the associated directives 
as defined in the Program Description. 
What this means: The school, district, agency or organi-
zation may place their logo and/or name on printed material 
to personalize it. They may not substantively change the 
wording or actions, except as it applies to hazards specific 
to their region. 
Printing the books 
Books have been laid out with a 5 pica (.83”) interior margin 
and a 4 pica (.63”) exterior margin to facilitate duplex print-
ing of the materials. Books can be finished using common 
bindery methods: perfect bind, comb bind, spiral bind, 
saddle stitch, or punch for a 3-ring binder. 
statUs Posters 
Letter-size posters for use to 
communicate the status of 
the school during drills or in-
cidents. 
These include posters for 
two levels of Secure condi-
tions, and a Lockdown Drill 
Poster. 
 

STUDENTS ADULTS
Return to inside of building 
Do business as usual 

Bring everyone indoors 
Lock outside doors 
Increase situational awareness  
Account for students and adults 
Do business as usual

SECURE! 
Get inside. Lock outside doors.

STUDENTS ADULTS
Clear the hallways and remain in room or 
area until the “All Clear” is announced 

Do business as usual 

Close and lock door 
Account for students and adults 
Do business as usual

HOLD! In your room or area. Clear the halls.

IN AN EMERGENCY 
TAKE ACTION

STUDENTS ADULTS
Leave stuff behind if required to 
If possible, bring your phone 
Follow instructions 

Lead students to Evacuation location 
Account for students and adults  
Notify if missing, extra or injured students 
or adults

STUDENTS ADULTS
Move away from sight 
Maintain silence 
Do not open the door 

Recover students from hallway if possible 
Lock the classroom door 
Turn out the lights  
Move away from sight 
Maintain silence 
Do not open the door 
Prepare to evade or defend 

LOCKDOWN! Locks, lights, out of sight.

EVACUATE! (A location may be specified)

SHELTER! Hazard and safety strategy. 
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STUDENTS ADULTS
Use appropriate safety strategy 
for the hazard

Lead safety strategy 
Account for students and adults 
Notify if missing, extra or injured students 
or adults

Hazard Safety Strategy 
Tornado	 Evacuate to shelter area 
Hazmat	 Seal the room 
Earthquake	 Drop, cover and hold 
Tsunami	 Get to high ground

®

Materials  
 and note to Printer

DRILL IN PROGRESS 
NO ONE IN OR OUT

SIMULACRO EN CURSO 
NO SE PERMITE LA ENTRADA 

O SALIDA DE NADIE
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SCHOOL IS SECURED 
NO ONE IN OR OUT

ESCUELA BAJO PROTECCIÓN 
NADIE PUEDE ENTRAR

SCHOOL IS SECURED 
MONITORED ENTRY AND CONTROLLED RELEASE

ESCUELA BAJO PROTECCIÓN 
ENTRADA VIGILADA Y SALIDA CONTROLADA
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Public Address Protocol Poster 
The Public Address Protocol Poster can be placed near 
all reasonable public address locations. This is a sample. 
Your district, department or agency should customize this 
poster for regional hazards. It is available to download in 
Microsoft Word format. The public address is repeated 
twice each time the public address is performed. 

Hold! In your room or area. Clear the halls. •
Secure! Get Inside. Lock outside doors. •
Lockdown! Locks, Lights, Out of Sight. •
Evacuate! To a Location. •
Shelter! State the Hazard and Safety Strategy. •

 

 

PAreNt HANdout 
iNformAtioN for PAreNts ANd 
GuArdiANs 
Clear communication to parents and guardians about the 
SRP is essential so they understand the actions your school 
will be using. By being as clear as possible, you can reduce 
the amount of stress they might experience for even the 
small disruptions in a school day.  
They need to understand their roles in any incident. The 
letter-size handout describes what is expected of people 
in the school. The other side of the handout, shown here,  
is Parent Guidance which outlines the roles of the parents 
and guardians during Secure and Lockdown events. 
Schools should outline the methods with which they will 
be communicating with parents and guardians about any 
drill or actual incident. It is imperative that parents and 
guardians keep their contact information up to date with 
the school and district. 
Additionally, there is a web page for parents to go to for 
detailed information and conversations. Your school or 
district is welcome to post this on your website for easy 
access. 
The Parent Handout is available in accessible PDF formats 
in English and Spanish. 

STANDARD ®RESPONSE PROTOCOL 
PARENT GUIdANCE 
In the event of a live incident, parents may have questions 
about their role.  

SECURE 
“Get Inside. lock outside doors” 

Secure is called when there is something 
dangerous outside of the building. Students 
and staff are brought into the building and 
the outside doors will be locked. The school
might display the Building is Secured poster 
on entry doors or nearby windows. Inside, it 
will be business as usual. 

SHoUld PARENTS CoME To THE SCHool 
dURING A SECURE EVENT? 
Probably not. Every effort is made 
to conduct classes as normal dur-
ing a secure event. Additionally, 
parents may be asked to stay out-
side during a Secure event. 
WHAT IF PARENTS NEEd 
To PICK UP THEIR 
STUdENT? 
Depending on the situation, it may 
not be safe to release the student. 
As the situation evolves, Secure 
might change to a Monitored Entry 
and/or Controlled Release. 
WIll PARENTS bE NoTIFIEd WHEN A 
SCHool GoES INTo SECURE? 
When a secure event is brief or the hazard is non-violent, 
like a wild animal on the playground, there may not be a 
need to notify parents while the Secure is in place.  
With longer or more dangerous events, the school should 
notify parents that the school has increased their security. 

loCKdoWN 
“locks, lights, out of Sight” 

A Lockdown is called when there is some-
thing dangerous inside of the building. Stu-
dents and staff are trained to enter or remain 
in a room that can be locked, and maintain 
silence. 
A Lockdown is only initiated when there is 

an active threat inside or very close to the building. 

SCHOOL IS SECURED 
MONITORED ENTRY AND CONTROLLED RELEASE 

ESCUELA BAJO PROTECCIÓN 
ENTRADA VIGILADA Y SALIDA CONTROLADA 
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SHoUld PARENTS CoME To THE SCHool 
dURING A loCKdoWN? 
The natural inclination for parents is to go to the school dur-
ing a Lockdown. Understandable, but perhaps problematic. 
If there is a threat inside the building, law enforcement will 
be responding. It is unlikely that parents will be granted ac-
cess to the building or even the campus. If parents are al-
ready in the school, they will be instructed to Lockdown as 
well. 
SHoUld PARENTS TExT THEIR STUdENTS? 
The school recognizes the importance of communication 
between parents and students during a Lockdown event. 
Parents should be aware though, during the initial period of 
a Lockdown, it may not be safe for students to text their 
parents. As the situation resolves, students may be asked 
to update their parents on a regular basis. 
In some cases, students may be evacuated and transported 
off-site for a student-parent reunification.  
WHAT AboUT 
UNANNoUNCEd dRIllS? 
The school may conduct unsched-
uled drills, however it is highly dis-
couraged to conduct one without 
announcing that it as a drill. That’s 
called an unannounced drill and can 
cause undue concern and stress. 
Parents should recognize that the 
school will always inform students 
that it is a drill during the initial an-
nouncement. 
It’s important to differentiate between a drill and an exer-
cise. A drill is used to create the “Muscle Memory” associ-
ated with a practiced action. There is no simulation of an 
event; this is simply performing the action. An exercise sim-
ulates an actual event to test the capacity of personnel and 
equipment. 
CAN PARENTS obSERVE oR PARTICIPATE IN 
THE dRIllS? 
The school welcomes parents who wish to observe or par-
ticipate in drills. 

DRILL IN PROGRESS
NO ONE IN OR OUT 

SIMULACRO EN CURSO
NO SE PERMITE LA ENTRADA 

O SALIDA DE NADIE 
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HOLD   SECURE LOCKDOWN EVACUATE SHELTER 

IN AN EMERGENCY 
TAKE ACTION 

Standard Response Protocol – Public Address 

Medical  
Emergency 

Hold in your Room or Area. Clear the halls. 

Threat Outside Secure! Get inside. Lock outside doors. 
Threat Inside Lockdown! Locks, Lights, Out of Sight! 
Bomb Evacuate to (location) Shelter for Bomb!  
Earthquake Shelter for Earthquake!  
Fire Inside Evacuate to the (location) 
Hazmat Shelter for Hazmat! Seal your Rooms 

Weapon Lockdown! Locks, Lights, Out of Sight! 
Tornado Evacuate to (location) Shelter for Tornado!  
! !



Red CaRd/GReen CaRd 
This is for use in an Evacuation Assembly to do a quick 
assessment of the status of all groups. It is not for class-
room use during a Lockdown or Lockdown Drill.  
There are three different types for different situations, so 
choose to use the one that’s best for your environment. 
After arriving at an Evacuation Assembly and taking roll, 
the Red/Green Cards are used for administration or first 
responders to quickly, visually identify the status of the 
teachers’ classes after an evacuation. 

Green Card (OK) - All students accounted for, No im-•
mediate help is necessary 
Red Card (Help) - Extra or missing students, or vital •
information must be exchanged 

Red/GReen/Med CaRd 
Red and White Cross (Medical Help) - Immediate •
medical attention is needed 

Red/GReen/Roll CaRd 
This includes a roll sheet for users to record who is in •
their group. 

Red/GReen/aleRt CaRd 
The Alert card is used to indicate there is a problem •
in your group and you need assistance.  

VIdeo tRaInInG 
There are also some videos you can download from 
http://iloveuguys.org, or YouTube, to use for training pur-
poses.  

the Standard Response Protocol (SRP)� for •
 Students (7:26) 
This is a teenage student speaking with a School 
Resource Officer about the actions of the SRP. It’s 
appropriate for students in middle school and older. 
lockdown drill with Standard Response •
 Protocol (3:35) 
This was recorded during a High School Lockdown 
drill. It includes interviews with students, and is ap-
propriate for all ages of students. 
For the very little ones, •
There are links on the website to training modules 
that were created for younger students by school 
districts. We link to those with permission by the cre-
ators. 

Id�CaRdS 
Art for printing onto 
identification cards is 
available for slotted 
and unslotted cards in 
the standard size of 
3.375” x 2.125”. 
 
 
 
 
 
 
 
 
 
 
PoCket GuIde 
This is a quick guide to the five actions which folds to the 
size of a business card to fit in wallets, pockets, and ID 
card holders. It prints on two sides of letter-size paper and 
there are three to a page. 
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HOLD 
In Your Room Or Area 
Students:  

• Clear the hallways and remain in the 
area or room until “All Clear” is 
announced 

• Do business as usual 
Adults and staff: 
• Close and lock the door 
• Account for students and adults 
• Do business as usual 

SECURE 
Get Inside.  
Lock Outside Doors. 

Students: 
• Return to inside of building 
• Do business as usual 
Adults and Staff: 
• Bring everyone indoors 
• Lock outside doors 
• Increase situational awareness 
• Account for students and adults 
• Do business as usual 

LOCKDOWN 
Locks, Lights, Out Of Sight 
Students: 

• Move away from sight 
• Maintain silence 
• Do not open the door 
Adults and Staff: 
• Recover students from hallway if 

possible 
• Lock the classroom door 
• Turn out the lights 
• Move away from sight 
• Maintain silence 
• Account for students and adults 
• Do not open the door 
• Prepare to evade or defend 

EVACUATE 
To Announced Location 
Students: 

• Leave stuff behind if required to 
• If possible, bring their phone 
• Follow instructions 
Adults and Staff: 
• Bring roll sheet and Go Bag (unless 

instructed not to take anything with 
them, dependent on reason for 
evacuation.) 

• Lead students to Evacuation 
location 

• Account for students and adults 
• Report injuries or problems  using 

Red Card/ Green Card method. 

SHELTER 
For A Hazard Using  Safety 
Strategy 

Safety Strategies might 
include: 
• Evacuate to shelter area 
• Seal the room 
• Drop, cover and hold 
• Get to high ground 
Students: 
• Use appropriate safety strategy 
Adults and Staff: 
• Lead safety strategy 
• Account for students and adults 
• Report injuries or problems using 

Red Card/Green Card method 

MEDICAL HELP

MEDICAL HELP

STANDARD
RESPONSE PROTOCOL®

In the event of an evacuation, take this 
card with you. To use this card, fold along 
dotted lines so the appropriate message 
is outward facing.
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HOLD 
In Your Room Or Area 
Students:  

• Clear the hallways and remain in the 
area or room until “All Clear” is 
announced 

• Do business as usual 
Adults and staff: 
• Close and lock the door 
• Account for students and adults 
• Do business as usual 

SECURE 
Get Inside.  
Lock Outside Doors. 

Students: 
• Return to inside of building 
• Do business as usual 
Adults and Staff: 
• Bring everyone indoors 
• Lock outside doors 
• Increase situational awareness 
• Account for students and adults 
• Do business as usual 

LOCKDOWN 
Locks, Lights, Out Of Sight 
Students: 

• Move away from sight 
• Maintain silence 
• Do not open the door 
Adults and Staff: 
• Recover students from hallway if 

possible 
• Lock the classroom door 
• Turn out the lights 
• Move away from sight 
• Maintain silence 
• Account for students and adults 
• Do not open the door 
• Prepare to evade or defend 

EVACUATE 
To Announced Location 
Students: 

• Leave stuff behind if required to 
• If possible, bring their phone 
• Follow instructions 
Adults and Staff: 
• Bring roll sheet and Go Bag (unless 

instructed not to take anything with 
them, dependent on reason for 
evacuation.) 

• Lead students to Evacuation 
location 

• Account for students and adults 
• Report injuries or problems  using 

Red Card/ Green Card method. 

SHELTER 
For A Hazard Using  Safety 
Strategy 

Safety Strategies might 
include: 
• Evacuate to shelter area 
• Seal the room 
• Drop, cover and hold 
• Get to high ground 
Students: 
• Use appropriate safety strategy 
Adults and Staff: 
• Lead safety strategy 
• Account for students and adults 
• Report injuries or problems using 

Red Card/Green Card method 

Roll Sheet - Use this sheet to record names at an evacuation assembly point. Also 
account for missing or extra staff and occupants.

Missing Staff or Students

Extra Staff or Students

STANDARD
RESPONSE PROTOCOL®

In the event of an evacuation, take this 
card with you. To use this card, fold along 
dotted lines so the appropriate message 
is outward facing.
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OK

OK

HELP

HELP

OK
OK

HELP
HELP

OK

OK

HELP

HELP

HOLD 
In Your Room Or Area 
Students:  

• Clear the hallways and remain in the 
area or room until “All Clear” is 
announced 

• Do business as usual 
Adults and staff: 
• Close and lock the door 
• Account for students and adults 
• Do business as usual 

SECURE 
Get Inside.  
Lock Outside Doors. 

Students: 
• Return to inside of building 
• Do business as usual 
Adults and Staff: 
• Bring everyone indoors 
• Lock outside doors 
• Increase situational awareness 
• Account for students and adults 
• Do business as usual 

LOCKDOWN 
Locks, Lights, Out Of Sight 
Students: 

• Move away from sight 
• Maintain silence 
• Do not open the door 
Adults and Staff: 
• Recover students from hallway if 

possible 
• Lock the classroom door 
• Turn out the lights 
• Move away from sight 
• Maintain silence 
• Account for students and adults 
• Do not open the door 
• Prepare to evade or defend 

EVACUATE 
To Announced Location 
Students: 

• Leave stuff behind if required to 
• If possible, bring their phone 
• Follow instructions 
Adults and Staff: 
• Bring roll sheet and Go Bag (unless 

instructed not to take anything with 
them, dependent on reason for 
evacuation.) 

• Lead students to Evacuation 
location 

• Account for students and adults 
• Report injuries or problems  using 

Red Card/ Green Card method. 

SHELTER 
For A Hazard Using  Safety 
Strategy 

Safety Strategies might 
include: 
• Evacuate to shelter area 
• Seal the room 
• Drop, cover and hold 
• Get to high ground 
Students: 
• Use appropriate safety strategy 
Adults and Staff: 
• Lead safety strategy 
• Account for students and adults 
• Report injuries or problems using 

Red Card/Green Card method 

ALERT

ALERT
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In the event of an evacuation, take this 
card with you. To use this card, fold along 
dotted lines so the appropriate message 
is outward facing.

STANDARD
RESPONSE PROTOCOL®

HOLD
In your room or area. 
Clear the halls.

SHELTER
Using the announced 
hazard and strategy

SECURE
Get inside. 
Lock outside doors.
LOCKDOWN
Locks, lights, 
out of sight
EVACUATE
To the announced 
location

STANDARD RESPONSE
PROTOCOL

Copyright 2020. All rights reserved. The “I Love U 
Guys”  Foundation

Lockdown! 
Locks, Lights, 
Out of Sight 
Lockdown is called 
when there is a threat 

or hazard inside the building. 
Students: 

Move away from sight •
Maintain silence •
Do not open the door •

Adults: 
Recover students from hallways if it •
is safe to do so 
Lock classroom door •
Lights out •
Move away from sight •
Maintain silence •
Account for students and adults •
Do not open the door •
Prepare to evade or defend•

Secure! 
Get inside. 
Lock outside 
doors. 

Secure  is called when there is a 
threat or hazard outside the 
building. 
Students: 

Return to inside of building •
Do business as usual •

Adults: 
Recover students and staff •
from outside the building 
Increase situational awareness •
Account for students and •
adultsDo business as usual

Evacuate! 
“To a location” 
Evacuate is called to 
move students and 
staff from one 

location to another. 
Students: 

Leave stuff behind if required •
If possible, bring your phone •
Follow instructions •

Adults: 
Bring roll sheet if possible, take Go •
Bag (unless instructed not to take 
anything) 
Lead students to evacuation •
location 
Account for students and adults •
Report injuries or problems to first •
responders using Red Card/Green 
Card

Hold! 
In your room or 
area.  
Clear the halls. 
 

Hold is called when the hallways 
need to be kept clear, even during 
class changes. 
Students: 

Remain in your area until the “All •
Clear” is indicated. 

Adults: 
Close and lock door •
Business as usual •
Account for students and adults• Student Safety 

A critical ingredient in the safe school recipe is the 
classroom

 response to an incident at school. 
W

eather events, fire, accidents, intruders and other 
threats to student safety are scenarios that are 
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Standard Response Protocol (SRP) 
The SRP is based on the response to any given 
scenario. The benefits becom

e quickly apparent. By 
standardizing the vocabulary, all stakeholders can 
understand the response and status of the event. 
The protocol also allows for a predictable series of 
actions as an event unfolds. 
The SRP is based on five actions: Hold, Secure, 
Lockdown, Evacuate, and Shelter. Each has specific 
staff and student directives that are unique to the 
action. 

The Standard Response Protocol is a program
 of the 

“I Love U Guys” Foundation. M
ore inform

ation and 
detailed m

aterials can be found at 
https://iloveuguys.org

Copyright 2020. All rights 
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Shelter!
“State the hazard 
and safety 
strategy” 
Shelter is called when 

the need for personal protection is 
necessary. 
Safety strategies might include: 

Evacuate to shelter area•
Seal the room•
Drop, cover and hold•
Get to high ground•

Adults:
Lead safety strategy•
Take roll, account for students•
Report injuries or problems to first•
responders using Red Card/Green
Card



Drills vs. ExErcisEs 
Media coverage exploring issues with lockdown drills po-
tentially causing trauma has resulted in the need for clari-
fication. Much of the coverage attributed the word “Drill” 
to what was actually an “Exercise.”  
School lockdown drills, active shooter drills, and exercises 
are not synonymous. Nor are they universally defined, un-
derstood and practiced. Some of this confusion may be a 
result of actual FEMA guidance (reproduced to the right), 
and other publicly available materials on the subject. 
Drill 
The primary objective of a drill is for participants to build 
muscle memory, and practice an action to use in various 
events or situations. A secondary objective is for the people 
who are administering the drill to validate procedures, 
clarify roles and identify operational process gaps. 
In the school safety context, it is critical to distinguish be-
tween drills and exercises. Drills are for staff and students, 
and are educational opportunities to practice a life safety 
skill. 

ExErcisE 
The over-all learning objective of an exercise is to test re-
sponse, capacity and resources across the system. An 
exercise often includes a description or enactment of an 
incident, depending on the type of exercise that’s being 
conducted. 
Exercises are broader in scope. These typically present a 
hypothetical emergency scenario (hurricane, earthquake, 
biochemical emergency, etc.) designed to encourage peo-
ple to think on their toes, work together, and apply lessons 
learned from drills. 
Invite people from your community to participate as volun-
teers in an Exercise, or to observe it. You will probably be 
introducing scenarios they have thought about; this level 
of engagement can be quite useful.  
A Tabletop Exercise is a roundtable session administered 
by a facilitator. Team members discuss their roles and 
share observations regarding a simulated emergency sce-
nario. It’s designed to test each member’s ability to refer 
and react to their role in the emergency plan, as well as 
their readiness to communicate with other members as 
needed.�These usually run a few hours in duration, and 
are highly valuable for identifying the unique threats in each 
community. 
In a Functional Exercise, participants perform their duties 
in a simulated emergency environment. Functional exer-
cises typically focus on specific team members and/or 
procedures, and are often used to identify process gaps 
associated with multi-agency coordination, command and 
control. 
A Full-scale Exercise is similar in execution to a functional 
exercise, and is as close to the real thing as possible. It 
can include employees from multiple functions, community 
first responders, local businesses, and regulatory agen-
cies.�This type of exercise should utilize, to the extent pos-
sible, the actual systems and equipment that would be 
dispatched during a real event.�From a duration standpoint, 
full-scale exercises often take place over the course of an 
entire business day. 
srP EvoluTion 
In developing the Standard Response Protocol, The “I 
Love U Guys” Foundation took the following approach:  

Identify the hazard; •
Develop response; •
Train; •
Practice; •
Drill; •
Exercise. •
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Drills 
 vs. Exercises

DRILL IN PROGRESS 
NO ONE IN OR OUT

SIMULACRO EN CURSO 
NO SE PERMITE LA ENTRADA 

O SALIDA DE NADIE
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ProBlem idenTiFicaTion 
The first priority of the SRP was to introduce common, 
plain language responses to various events. Assessment 
of various school responses in 2009 revealed there was 
no common language between students, staff, parents, 
media and first responders. The core areas examined were: 

Something happening outside the school; •
Something happening inside of the school; •
How to get out of the school; •
Natural or man-made hazards; •
Keeping the halls clear. •

develoP�reSPonSe 
Given those conditions, the Standard Response Protocol 
was developed, piloted and released. 
Train 
The next step in the process is providing training to stu-
dents and staff on each of the response protocols. For ex-
ample, the Foundation has developed materials for training 
students and staff on the SRP. 
PracTice 
Once training has been delivered, practice is recommended 
prior to any drill. This may initially involve a discussion be-
tween staff and students to: 

Find various exit routes in advance of an Evacuation •
drill; 
Discuss ways to protect oneself from various •
weather hazards prior to a Shelter drill; 
Identify Safe Zones within a classroom and practice •
moving students to those zones prior to a Lockdown 
drill; 
Talk about situations that may require a Secure or •
Hold action. 

communicaTinG aBouT drillS 
Prior to conducting any drills, schools are advised to send 
concise communication to parents and guardians about 
the nature and objectives of, and reason for, the drill. This 
can be done with an email or letter or both. It is not nec-
essary to state the exact day or time of the certain drills.  
If parents feel thier student(s) will be upset by certain drills, 
invite them to attend, or give them a chance to opt their 
family out of the drill. If possible, arrange to have an opt-
out student stay on school grounds, but not participate, in 
order to minimize disruption to the school day. 
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Fema Guidance - iS-362.a  
FEMA guidance on training, drilling and exercising, from 
the course IS-362.A “Multihazard Emergency Planning 
for Schools.” 
 
TraininG 

Briefings: Short meetings that provide information •
about a specific topic (e.g., new evacuation sites, 
tips on how to use the student information system 
to find student contact information, new district 
contact information). 
Seminars/classroom training: Used to intro-•
duce new programs, policies, or procedures. Pro-
vide information to students and staff on roles and 
responsibilities. This may also include training pre-
sented outside of the school (e.g., first aid, CERT). 
Workshops: Resemble a seminar but are em-•
ployed to build specific products, such as a draft 
plan or policy. 

drillS 
Drills are operations-based exercises that usually test a 
single specific operation or function within a single entity. 
Conducted in a realistic environment, drills are often 
used to test new policies or equipment, practice current 
skills, or prepare for larger scale exercises. 
FuncTional exerciSe 
A functional exercise is the simulation of an emergency 
event that: 

Involves various levels of school, school district, •
and emergency management personnel. 
Involves trained personnel “acting out” their actual •
roles. 
Evaluates both the internal capabilities and re-•
sponses of the school, school district, and emer-
gency management officials. 
Evaluates the coordination activities between the •
school, school district, and emergency manage-
ment personnel. 

Full-Scale exerciSe 
A full-scale exercise is a multiagency, multijurisdic-•
tional, multidiscipline operations-based exercise 
involving functional (e.g., Joint Field Office, emer-
gency operations center) and “boots on the 
ground” response (e.g., firefighters decontaminat-
ing mock victims). 
 
https://emilms.fema.gov/IS362a/ (Circa 2019.06.12)

“

” 



LOckdOwn driLL guidance 
A critical aspect in implementing the SRP with fidelity is 
the Lockdown Drill. Successful drills provide participants 
with the “muscle memory” should an actual Lockdown 
occur. Drills also reveal deficiencies that may exist in either 
procedures, training or personnel. 
Understand that a lockdown drill is for practicing an action, 
not an event. An actual lockdown can occur due to a va-
riety of threatening situations which may present an imme-
diate and ongoing danger to the safety of�students, staff 
and visitors within a building. 
preparatiOn 
Prior to drilling, students, staff and administration should 
review the SRP Training Presentation, which is available 
on The “I Love U Guys” Foundation website. Administration 
should also verify with law enforcement their use of the 
SRP in the school or district. 
Teachers should take time with students to identify and 
occupy a “Safe Zone” in the classroom where they cannot 
be seen through any corridor windows. If visibility in a 
classroom is problematic, window coverings or alternative 
locations should be identified. Speak with  local law en-
forcement about their preference about using window cov-
erings. 
Additionally, the following instructions should be delivered 
to students. 

Locate yourself at a point in the classroom where 1.
you can no longer see out the corridor window. 

Maintain silence. No cell phone calls. 2.
Refrain from texting during drills. <.

partnerships 
School level drills should have district support. There may 
also be district resources available to assist in conducting 
the drill. Another key partnership is with local law enforce-
ment. Local patrol, community resource officers or school 
resource officers should be part of the drill process. 
the emergency respOnse team 
Some schools have a pre-identified Building/School Emer-
gency Response Team. These teams are effective for re-
sponding to any type of incident. 
It is a noted best practice for administration to survey the 
staff population for prior emergency response, military or 
law enforcement experience, and specialized training and 
skills for use in district emergency operations. 
the LOckdOwn driLL team 
During an actual lockdown, members of the Emergency 
Response Team may be in classrooms or administrative 

offices in lockdown mode and unable to assist with the re-
sponse. 
The Lockdown Drill Team should not include personnel 
that have specific roles during an actual emergency within 
that school. Instead, the team might include a school nurse 
or medical professional, district safety representatives, law 
enforcement, and those administrators from another 
school.  
staff nOtificatiOn 
When lockdown drills are first being introduced to a school, 
it is absolutely okay to tell staff in advance of the drill. 
There may be staff members adversely affected by surprise 
drills. 
speciaL needs cOnsideratiOns 
It is critical to identify any specific issues that may cause 
challenges for students with special needs or disabilities 
and incorporate appropriate actions for notification prior 
to drills. It is not recommended that additional assistance 
be provided in special needs areas for drills, UNLESS this 
assistance is part of the plan and those resources will be 
assigned in an actual emergency. 
the pre-driLL briefing 
Prior to the lockdown drill a short planning meeting with the 
Lockdown Drill Team should occur. The agenda is simple: 

Review the floor plan and team member 1.
assignments; 

Expected drill duration; 2.
The door knock and classroom conversation; <.
Potential student or staff distress. 4.
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LOckdOwn 
 drills

OptiOns-based training 
Both staff and students should be educated about the 
options that can be used in an active threat situation. 
Realistically, students and staff are not always in their 
classrooms or behind closed doors as they go through-
out their busy school days; because of this, students 
and staff should be taught additional strategies that go 
beyond Locking Down in a classroom. Possible discus-
sion can include what a staff member or student should 
do when in a bathroom, cafeteria, or hallway if an active 
threat arises. This is where self-evacuation strategies 
could play a roll.  
Lockdown drills can be conducted at varied times, such 
as when some classes are outside or at recess. The 
staff and students at recess can practice how to safely 
leave the school grounds Age-appropriate strategies 
can be discussed.



ANNOuNCINg THE LOCKDOWN DRILL 
When using public address to announce a lockdown drill, 
repeat, “Lockdown. Locks, Lights, Out of Sight. This is a 
drill.” It’s important to tell students and staff that it’s a drill. 
Failure to do so will most likely result in parents, media 
and maybe even law enforcement coming to the school. 
“Lockdown. Locks, Lights, Out of Sight. This is a drill. 
 Lockdown. Locks, Lights, Out of Sight. This is a drill.” 
Alternately, consider announcing the drill prior to saying 
which type of drill it is. This technique will prevent an im-
mediate reaction to the word Lockdown.  
“This is a drill. Lockdown. Locks, Lights, Out of Sight” 
“This is a drill. Lockdown. Locks, Lights, Out of Sight,” 
or 
“We are going to conduct a lockdown drill. Please listen 
for the lockdown announcement.” 
CONDuCTINg THE DRILL 
The Lockdown Drill Team should be broken into groups of 
two or three members who go to individual classrooms. 
One of the members acts as “Scribe” and documents 
each classroom response. Large schools will need multiple 
Lockdown Drill Teams in order to complete the drill in a 
timely fashion. 
At the classroom door, team members listen for noise and 
look through the corridor window for any student or staff 
visibility or movement. A team member then knocks on 
the door and requests entry. There should be no response 
to this request. At this point a member of the team unlocks 
the classroom door and announces their name and posi-
tion. A quick assessment is made by the safety team. The 
occupants of the room are reminded that they are still in 
lockdown and should remain so until they hear an an-
nouncement that the drill is completed.  
A Lockdown Response Worksheet was created by The “I 
Love U Guys” Foundation to assist in documenting the 
lockdown drills. See Appendix A. 
WINDOWS 
Often there is a conversation about inside and outside 
windows. Corridor windows are left uncovered so that first 
responders can see inside the room. Outside windows 
are left untouched because the threat would be inside the 
building. There are different preferences regarding window 
coverings, so please discuss this with your local responders 
to make sure you’re in agreement. 

THE CLASSROOm CONVERSATION 
Make sure to stake out a few minutes after the room has 
been checked, and before the release of the drill, to allow 
for conversation in the classroom.  
Typically, this conversation addresses the purpose of the 
drill, and the observed outcome for that classroom. Addi-
tionally, self-evacuation and other life safety strategies can 
be discussed.  
Any issues should be addressed gently but immediately. 
When possible, have a school counselor available to ad-
dress any staff or student distress. 
THE LOCKDOWN DRILL TEAm DEbRIEf 
At the conclusion of the drill, the team should reconvene 
for a debrief and use this time to review portions of the 
school safety plan. A good debriefing may reveal some 
gaps and areas for improvement in the plan.  
Any issues should be documented, the safety plan  re-
viewed, and actions items identified. An opportunity for all 
staff to submit information regarding the performance of 
the drill should be part of the after action review process. 
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LOCKDOWN DRILLS OR ACTIVE 
SHOOTER DRILLS? 
A Lockdown Drill is designed to practice for any threat 
inside the building and to create the muscle memory. 
Therefore these Drills should only be for Lockdown, and 
not “active shooter “or “active assailant.”  
One of the primary goals of crisis preparedness is to 
develop a sense of empowerment and control. Lock-
down drills not conducted appropriately may cause 
physical and psychological harm to students, staff, and 
the overall learning environment. An active shooter or 
armed assailant exercise is specific to one type of inci-
dent, with the intended outcome of first responders and 
schools practicing their tactics. These include simulating 
a hazardous event, in which case it is more accurate to 
define them as Exercises.  
When these are conducted, participants (staff and stu-
dents) must willingly volunteer, and understand exactly 
what the scenario will be. 



Frequently Asked questions 
Since introducing the Standard Response Protocol in 2009, 
thousands of districts, departments and agencies have 
scrutinized, evaluated and ultimately implemented the pro-
gram. During the process some questions seem to come 
up often. 
seriously, WHAt does it reAlly 
Cost? 
Since its introduction in 2009, public K12 schools, districts, 
departments and agencies were free to use The “I Love U 
Guys” Foundation programs at no cost. 
In 2015, the Foundation expanded availability, and now 
offers the programs to any public or private organization 
at no charge. Download the materials and begin the 
process. 
WHAt ABout Business/CHurCH/ 
institution use? 
Please look at the materials designed specifically for insti-
tutional use on the website. http://iloveuguys.org. 
i see you oFFer trAininG. do We need 
to Buy trAininG in order to use tHe 
ProGrAMs? 
No. We’ve attempted to put enough material online so 
that schools and law enforcement can successfully imple-
ment Foundation programs. We know of thousands of 
schools across the US and Canada that have implemented 
the programs using internal resources. 
That said, part of our sustainability model relies not just on 
charitable giving, but in providing training for districts de-
partments and agencies. If your organization is interested 
in Foundation training, please contact us for rates and 
terms. 
WHAt is tHe diFFerenCe BetWeen 
seCure And loCkdoWn AGAin? 
The term "Secure" is used when there is a potential threat 
that can be mitigated by bringing everyone inside. It should 
be announced with the directive "Get inside. Lock outside 
doors," which signals to bring people in and lock exterior 
doors. While it calls for heightened situational awareness, 
it also allows for indoor activities to continue. 
The term "Lockdown" means there is an active or imminent 
threat inside or nearby requiring immediate protective ac-
tion. It is followed by the directive "Locks, Lights, Out of 
Sight" and requires locking classroom doors, turning out 
the lights, and remaining hidden until first responders ar-
rive. 

Effectively if the threat is outside the building, Secure. If 
the threat is inside the building, Lockdown. 
WHAt iF tHe tHreAt is Close to tHe 
BuildinG? 
There may be situations where both Secure and Lockdown 
protocols may be called sequentially. In this case, use Se-
cure to get people inside and lock exterior doors. When 
the perimeter is Secured, this may become a Lockdown if 
the threat is persistent and appears to be coming closer. 
Exterior doors would stay locked. 
in loCkdoWn, you suGGest 
unloCkinG tHe outside doors. 
WHAt’s uP WitH tHAt? 
No, we don’t. We occasionally hear this but our guidance 
is actually a little different. We suggest not putting anyone 
at risk by locking or unlocking outside doors. If the doors 
are locked, leave them locked. Be sure you have a plan 
that allows first responders to enter the building quickly. 
Won’t PeoPle still CoMe in tHe 
BuildinG iF tHe outside doors Are 
unloCked durinG A loCkdoWn? 
Yes, people may be able to enter the building during the 
window of time between calling a lockdown and the arrival 
of first responders. 
A lockdown is called when there is a life safety threat inside 
the building. During the development and throughout the 
lifecycle of the SRP, constant and deliberate scrutiny of all 
risk/benefit guidance is performed by the Foundation, dis-
trict and law enforcement representatives. This has resulted 
in the lockdown guidance provided. 
That said, with any guidance provided, we defer to local 
decisions. If you are a district, please consult with your 
local law enforcement representatives for final guidance. 
i tHouGHt i sAW sHelter GuidAnCe? 
When we developed the SRP and released the first version 
in 2009 we included FEMA guidance regarding the Shelter 
directive and actions. FEMA changed that guidance in 
2014. We are removing specific shelter guidance from our 
documentation and defer to the current practices published 
at http://fema.gov as well as your local emergency man-
agement guidance. 
CAn tHe srP Be used in ConJunCtion 
WitH otHer sAFety PlAns? 
Yes, absolutely. The SRP is designed as an enhancement 
to any safety plan. It covers critical incidents by standard-
izing vocabulary so stakeholders can easily understand 
the status and respond quickly when an unforeseen event 
occurs. Comprehensive safety plans will include compo-
nents such as communications, threat assessment, local 
hazards, operation continuity and reunification, among 
other items. 
CAn i ModiFy MAteriAls? 
That depends. The core actions and directives must remain 
intact. These are: 
1. Hold “In your room or area. Clear the halls.” 
2. Secure “Get inside. Locks outside doors” 
3. Lockdown “Locks, Lights, Out of Sight” 
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4. Evacuate followed by the announced location  
5. Shelter followed by the announced hazard and safety 
strategy 
Some details may need to be customized to your location. 
For instance, the public address poster should be modified 
to include hazards and safety strategies that are specific 
to your location. 
ARE THE SOURCE MATERIALS 
AVAILABLE? 
Yes. Some of the materials are available. Original, digital 
artwork can be provided to organizations that have signed 
“Memorandum of Understanding” with The “I Love U Guys” 
Foundation. 
Please note: Currently, original artwork is only provided in 
Mac OS X, Pages version 10.0 or QuarkXPress 2019 
(15.2.1). 
CAN YOU SEND ME MATERIALS IN 
MICROSOFT WORD? 
The Public Address Poster, and all MOUs and NOIs are 
produced in Word. The other materials are not. Retaining 
the graphic integrity of the materials proved beyond our 
capabilities using Microsoft Word. 
CAN I REALLY USE THE MATERIALS? 
WHAT ABOUT COPYRIGHTS AND 
TRADEMARKS?  
Schools, districts, departments, agencies and organiza-
tions are free to use the materials under the “Terms of 
Use” outlined in this document and in the Memorandum 
of Understanding. 
DO I NEED TO ASK PERMISSION TO USE 
THE MATERIALS? 
No. You really don’t need to ask permission. But, it would 
be great if you let us know that you’re using our programs. 
DO I HAVE TO SIGN AN MOU WITH THE 
FOUNDATION? 
It is not necessary to sign an MOU with the Foundation, 
but please consider it. The Foundation is committed to 
providing programs at no cost. Yet, program development, 
enhancement, and support are cost centers for us. One 
way we fund those costs is through private grants and 
funding. 
An MOU is a strong demonstration of program validity and 
assists us with these types of funding requests. 
When you submit a completed MOU or NOI, you will be 
added to our database and notified when updates and 
new materials are available. 
DO I HAVE TO SEND A NOTICE OF 
INTENT? 
In the absence of an MOU, a Notice of Intent provides 
similar value to us regarding demonstrations of program 
validity to potential funders. Either one means that you will 
receive notification of updates and new materials. 
DO I HAVE TO NOTIFY YOU AT ALL THAT I 
AM USING THE SRP? 
We often speak with school safety stakeholders who have 
implemented the SRP but hadn’t quite mentioned it to us. 

Please let us know that your school, district, department 
or agency is using the SRP. 
It is our goal that the SRP becomes the “Gold Standard.” 
The more schools, districts, departments and agencies 
that we can show are using the program, the greater the 
chance for achieving our goal of having clear communica-
tion in a crisis. 
CAN I PUT OUR LOGO ON YOUR 
MATERIALS? 
Yes. But with some caveats. If you are a school, district, 
department or agency you may include your logo on 
posters and handouts. If you are a commercial enterprise, 
please contact us in advance with intended usage. 
In some states, we have co-branding agreements with 
“umbrella” organizations (school district insurance pools, 
school safety centers, etc.). In those states, we ask that 
you also include the umbrella organization’s branding. 
WE WOULD LIKE TO PUT THE MATERIALS 
ON OUR WEBSITE. 
Communication with your community is important. While 
you are free to place any material on your website, it’s 
preferable that you link to the materials from our website. 
The reason for this is to allow us to track material usage. 
We can then use these numbers when we seek funding. 
But, don’t let that be a show stopper. If your IT group 
prefers, just copy the materials to your site. 
DOES THE SRP WORK WITH “RUN, HIDE, 
FIGHT?” 
In 2014, the Department of Education suggested “Run, 
Hide, Fight” as the preferred response to an active shooter. 
We don’t believe the practice is mutually exclusive to the 
SRP, as that is a single-incident response. Again, consult 
with local law enforcement regarding your specific active 
shooter response. 
There may be some challenges regarding training students 
using some of the “Run, Hide, Fight” materials. The De-
partment of Education states “These videos are not rec-
ommended for viewing by minors.” 
DOES THE SRP WORK WITH A.L.I.C.E.? 
Again, we don’t believe that SRP and A.L.I.C.E. (single in-
cident response) are mutually exclusive. 
DOES THE SRP WORK WITH “AVOID, 
DENY, DEFEND?” 
The SRP attempts to be an all-hazards approach to school 
based events. Of all of the active shooter responses, our 
determination is that “Avoid, Deny, Defend” from Texas 
State University has the best positioning, linguistics and 
actions. This response was created for adults and is for 
use in workplaces.  
http://www.avoiddenydefend.org
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Appendix A - Lockdown driLL 
worksheet 
The Lockdown Drill Worksheet was created to assist you 
when conducting Lockdown Drills. The Options check  
boxes are used when the people in the room chose to 
perform some optional actions.
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LOCKDOWN DRILL 
WORKSHEET

__________________________________________________________________________School 	

__________________________________________________________________________Date/Time 	

__________________________________________________________________________	Team Members 	

________________________________________________________________________________ 	

____________________________________________________________________________________________ 	

	Stopwatch Time ____________________ Student Population _____________________ Staff Count _____________________

Room#
Locks ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No
Lights ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No
Out of Sight ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No
Door Knock ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No
Why? ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No
Options ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No

______________________________________________________________________________________________________Notes 	

______________________________________________________________________________________________________ 	

______________________________________________________________________________________________________ 	

______________________________________________________________________________________________________ 	 	

Room#
Locks ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No
Lights ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No
Out of Sight ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No
Door Knock ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No
Why? ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No
Options ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No ☐ Yes ☐ No

______________________________________________________________________________________________________Notes 	

______________________________________________________________________________________________________ 	

______________________________________________________________________________________________________ 	

______________________________________________________________________________________________________ 	 	



STUDENTS ADULTS
Return to inside of building 
Do business as usual 

Bring everyone indoors 
Lock outside doors 
Increase situational awareness  
Account for students and adults 
Do business as usual

SECURE! 
Get inside. Lock outside doors.

STUDENTS ADULTS
Clear the hallways and remain in room or 
area until the “All Clear” is announced 

Do business as usual 

Close and lock the door 
Account for students and adults 
Do business as usual

HOLD! In your room or area. Clear the halls.

IN AN EMERGENCY 
TAKE ACTION

STUDENTS ADULTS
Leave stuff behind if required to 
If possible, bring your phone 
Follow instructions 

Lead students to Evacuation location 
Account for students and adults  
Notify if missing, extra or injured students 
or adults

STUDENTS ADULTS
Move away from sight 
Maintain silence 
Do not open the door 

Recover students from hallway if possible 
Lock the classroom door 
Turn out the lights  
Move away from sight 
Maintain silence 
Do not open the door 
Prepare to evade or defend 

LOCKDOWN! Locks, lights, out of sight.

EVACUATE! (A location may be specified)

SHELTER! Hazard and safety strategy. 
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STUDENTS ADULTS
Use appropriate safety strategy 
for the hazard

Lead safety strategy 
Account for students and adults 
Notify if missing, extra or injured students 
or adults

Hazard Safety Strategy 
Tornado	 Evacuate to shelter area 
Hazmat	 Seal the room 
Earthquake	 Drop, cover and hold 
Tsunami	 Get to high ground

http://iloveuguys.org
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MEMORANDUM OF UNDERSTANDING

Standard Response Protocol (“SRP”)
Memorandum of Understanding (“MOU”) with

The “I Love U Guys” Foundation (“The Foundation”)

This Memorandum of Understanding (“MOU”) between The Foundation and the undersigned School District or 
Individual School (collectively, the “Organization”) is effective as of the date it is signed by Organization.
Standard Response Protocol Program Description:
The Foundation created its proprietary Standard Response Protocol (“SRP”) for classrooms response based 
on Five actions. When communicating these actions, the action is labeled with a “Term of Art” and is then 
followed by a Directive. Execution of the action is performed by active participants, including students, staff, 
teachers and first responders.  
Purpose of Using Terms of Art:
By standardizing vocabulary, all stakeholders can understand the response and status of the event. For 
students, this provides continuity of expectations and actions throughout their educational career. For teachers 
and staff this becomes a simpler process to train and drill. For first responders, the common vocabulary and 
protocols establish a greater predictability that persists through the duration of an incident. Parents can easily 
understand the practices and can reinforce the protocol. Additionally, this protocol enables rapid response 
determination when an unforeseen event occurs.
Terms of Art:

 The “Term of Art” Hold is followed by the Directive “In your room or area” (or announce a location). 
The action is for the purpose of keeping halls and/or common areas clear until an incident is resolved.

 The “Term of Art” Secure is followed by the Directive “Get Inside. Lock Outside Doors.” The action 
associated with Lockout is to bring participants into the Building, and secures the building’s outside 
perimeter by locking appropriate windows, doors or other access points. 

 The “Term of Art” Lockdown is followed by the Directive “Locks, Lights, Out of Sight” The action 
associated with Lockdown is to secure individual classroom doors, move away from inside corridor line 
of sight and maintain silence until first responders release the room. 

 The “Term of Art” Evacuate is followed by the Directive “To a Location” (Where Location is 
announced.) The action associated with Evacuate is to move students and staff from one location to 
another. 

 The “Term of Art” Shelter is followed by the Directive“ Type and Method” (Where Type is one of the 
following: For Tornado, For Hazmat, For Bomb. Method is one of the following: And seal, In Silence, 
Drop, Cover and Hold.) The action associated with Shelter is dependent on the stated Type and 
Method.

 Agreement by Organization:
1. Organization agrees to incorporate SRP in the official, existing, written safety plans for the district or 

school, as applicable, either in the body or as an addendum or amendment. 
2. Organization agrees to appoint an SRP Liaison who will act as the primary contact regarding 

communication with The Foundation and other department, district or agency SRP Liaisons. 
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3. Organization agrees to incorporate the SRP using the terms of art and the associated directives as 
defined in the Program Description.

4. Organization agrees to provide Law Enforcement Agencies having jurisdiction within the district/school 
with notice of compliance with SRP terms of art and directives.

5. Organization agrees to provide Fire Departments having jurisdiction within the district/school with notice 
of compliance with SRP terms of art and directives.

6. Organization agrees to provide Emergency Medical Services having jurisdiction within the district/school 
with notice of compliance with SRP terms of art and directives.

7. Organization agrees to provide County and/or City Emergency Managers having jurisdiction within the 
School District with notice of compliance with SRP terms of art and directives.

8. Organization agrees to provide students with training on the SRP at least once per school year.
9. Organization agrees to provide staff with training on the SRP at least once per school year.
10. Organization agrees to drill each action.
11. Organization agrees to provide parents with either printed material or notice of online availability of 

material at 
http://www.iloveuguys.org.

12. Organization is responsible for physical material production of any online resources provided by The 
Foundation. The District is not required to utilize printing services provided by The Foundation for 
production of support materials.

13. Organization will provide The Foundation with one representative copy of printed or electronic materials 
produced from online materials provided by The Foundation.

14. Organization will engage in a best effort to provide The Foundation with contact information for other 
agencies, departments, services, schools participating with the School District regarding the SRP.

Agreement by The “I Love U Guys” Foundation:
1. The Foundation agrees to host training materials on the Website available publicly at the Uniform 

Resource Locator http://iloveuguys.org.  Such training materials may be updated from time to time by The 
Foundation.

2. The Foundation agrees to provide training materials and support materials online to Organization’s staff, 
students, teachers and parents at no charge to Organization.

3. The Foundation agrees to provide training materials and support materials online to Law Enforcement 
Agencies at no charge.

4. The Foundation agrees to provide training materials and support materials online to Fire Departments at 
no charge.

5. The Foundation agrees to provide training materials and support materials online to Emergency Medical 
Services at no charge.

6. The Foundation agrees to provide training materials and support materials online to County and/or City 
Emergency Managers at no charge.

7. The Foundation offers brokered printing services for production of printed support materials. Organization 
is not required to use The Foundation’s brokered printing services for production of printed support 
materials.

8. The Foundation provides hands-on training sessions on request for a charge in locations around the 
United States. Organization is under no obligation to host or attend these training sessions. 

9. The Foundation will notify the SRP Liaison via Written or Electronic communications in the event of new 
or updated materials available on the Website.
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10. The Foundation will maintain a record of all Written or Electronic communication with the Organization.
Updates to SRP: The Foundation may update its SRPs and its Terms of Art from time to time and will notify 
Organization of any such updates.  The Organization agrees to implement any such changes in a reasonable 
time frame.
Term/Termination:  This MOU is effective as of the date it is signed by the Organization and shall continue in 
effect for two (2) years (“Term”).  Organization and Foundation may agree to extend the upon mutual written 
agreement. Organization may terminate this MOU via Written or Electronic notification at any time. Upon 
termination, Organization will cease using any Standard Response Protocol materials provided by The 
Foundation.  The Foundation may terminate this MOU upon notice if it determines that Organization is not 
performing its obligations under this MOU, including using the Terms of Art as they may change from time to 
time.
Notices: All notices and other communications required or permitted under this MOU shall either be sent by 
certified mail, return receipt requested, by reputable overnight courier service with confirmation of delivery and 
addressed to the Parties at their addresses first set forth below or to the email addresses set forth below. The 
parties shall notify each other if such contact information changes.
No Partnership. Nothing contained in this MOU shall create or be deemed to create a partnership or agency 
between the Organization and The Foundation.
Counterparts/Electronic Execution. This MOU may be executed in counterparts and digital copies, each of 
which shall be deemed an original and all of which shall constitute a single instrument.

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

Name of Organization: Northland Community Schools
Address/City/State/ZIP:316 Main St E, Remer, MN 56672
Authorized Representative Name: Pat Rendle
__________________________________________________________________________________
Signature
Title: Superintendent
Date: 10/28/2021
Email Address: prendle@isd118.org
Phone:  (218) 566-2351

The I Love U Guys Foundation Authorized Representative:      

Signature: 

Title: 

Date: 

Email to: MOU@iloveuguys.org 
or Mail to: The “I Love U Guys” Foundation, PO Box 919, Conifer, CO 80433



January 13-14, 2022
Minneapolis Convention Center

• Learning to Lead – School Board Basics: Phase I, January 11, Hilton Hotel Minneapolis
• Leadership Foundations – School Finance and Management: Phase II, January 12, Hilton Hotel Minneapolis

• Charter School Board Member Training, January 12, Hilton Hotel Minneapolis
• Evening Early Birds, January 12, Minneapolis Convention Center

2022 
Leadership 
Conference 

In Person!
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Conference at a Glance
Tuesday, January 11
6:30 p.m. – 9:30 p.m. Learning to Lead – School Board Basics: Phase I (Hilton Hotel 
  Minneapolis)

Wednesday, January 12
8:30 a.m. – 4:00 p.m. Leadership Foundations – School Finance and Management: Phase II 
  (Hilton Hotel Minneapolis)
8:30 a.m. – 3:30 p.m. Charter School Board Member Workshop (Hilton Hotel Minneapolis)
7:00 p.m. – 9:30 p.m. Early Bird Sessions (Minneapolis Convention Center)
  • Inclusive School Board Leadership, Kinect Education
  • When Board Meetings Go Sideways, MSBA staff
    
Thursday, January 13
7:30 a.m. Registration
8:00 a.m. Exhibit Hall opens
8:00 a.m. Board Skills Sessions, MSBA staff
8:00 a.m. Board Chair Q & A with MSBA Executive Director
9:00 a.m. Opening Session (doors open)
  • Keynote: John Miller: “Personal Accountability and the Question 
    Behind the Question”
11:00 a.m. Exhibit Hall time
11:00 a.m. School Board and Superintendent Support Staff Networking 
  Opportunity
11:00 a.m. School Excellence Showcase
11:30 a.m. Recognition Luncheon
12:50 p.m. Director District Discussions
1:30 p.m. Round Tables
2:30 p.m. Workshops
3:45 p.m. Workshops
5:00 p.m. Governor Tim Walz invited
  Minnesota School Board Directors of Color and Indigenous 
  Fellowship Awards and Celebration (after Governor)
Friday, January 14
7:30 a.m. Registration & Exhibit Hall opens
8:00 a.m. Round Tables
9:15 a.m. Workshops 
10:15 a.m. Closing Session (doors open)
  • Keynote: Cindra Kamphoff: “Shifting Your Mindset: Developing 
  Resilience and Grit in Uncertain Times”
Noon Adjourn

Visit https://mnmsba.org/workshops-events/msba-leadership-conference
for more details. 

Visit www.mnmsba.org/LeadershipConferenceHousing to register for housing online 
or call 888-947-2233 between 9:00 a.m. and 3:00 p.m.

Thank you to Ratwik, Roszak and Maloney, P.A., 
for supporting the printing and mailing of this conference brochure.
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Featured Speakers
Thursday, January 13
John G. Miller
“Personal Accountability and The Question Behind the Question”

In this last year, more than ever, board members have seen the all-too common 
traps of complaining, victim thinking, entitlement, finger-pointing, and blame
from our communities and others in school districts. How do we practice personal
accountability while bringing our communities and school districts back together for

the common purpose of student achievement of all students?

Are you asking yourself:
· How can I provide leadership in this changing world?
· What can I do to develop myself?
· What can I do to understand other people’s challenges and frustration?
· How can I become part of the solution?

Explore a practical method for putting personal accountability into daily action for yourself and those
around you. An invaluable resource for anyone seeking to learn, grow, and change in their leadership
role and everyday life.

Biography
John Miller was born in 1958 in Ithaca, N.Y. At 18, John asked 16-year-old Karen on a date and they
married in June 1980. They finally settled in Minneapolis. In early 1986, John began a new career
providing leadership and sales management training to Twin Cities’ corporations from all industries.

This is how and when John created QBQ! The Question Behind the Question. Throughout a decade
of selling and facilitating training for executives and managers, he discovered the incredible need
for personal accountability. In 1995, he chose to become a keynote speaker, titling his sessions “Personal
Accountability and the QBQ!”—even though some people told him that “personal accountability isn’t a
topic.” John’s speaking career took off and he began writing books, gaining the new title of “author.”

Friday, January 14
Cindra Kamphoff
“Shifting Your Mindset: Developing Resilience and Grit in Uncertain Times” 

In uncertain times, we need to master our mindset and emotions every day to handle
the challenges we experience in our lives and as school board members. Join Dr.
Cindra Kamphoff, a consultant to the World’s Best, to learn how to lead yourself and
your team with resilience and grit to embrace today’s challenges.

Biography
Dr. Kamphoff is recognized nationally for her work and contributions to the field of performance
psychology. As a leader, high performance coach, author, professor, and speaker, Dr. Kamphoff brings
passion, energy, and authenticity to her work with athletes, performers, and business people. She believes
we perform each day, and the strategies and skills used to enhance performance in sport are similar
strategies and skills used to enhance life.

She received her M.S. and Ph.D. degrees in Sport and Performance Psychology from the University
of North Carolina at Greensboro, and her B.S. from the University of Northern Iowa. She is the CEO of
Mentally Strong Consulting, a consulting company that provides mental training for individuals, teams,
and groups. She has over 20 years of work with elite, Olympic, college, and high school athletes.
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Registration begins 30 minutes before each workshop. 
All workshops are held at the Hilton Hotel Minneapolis.

Learning to Lead – School Board Basics: Phase I  
6:30 p.m. – 9:30 p.m. Tuesday, January 11
Tuition is $125. Walk-ins add $10.

Help new board members hit the ground running with this session. Learning to 
Lead – School Board Basics: Phase I covers the role of the school board, the role of the 
superintendent, the leadership team relationship, and common scenarios facing new 
board members.

Visit https://mnmsba.org/workshops-events/learning-to-lead-school-board-
basics-phase-i for more information and to register.

Leadership Foundations – School Finance and Management: Phase II  
8:30 a.m. – 4:00 p.m. Wednesday, January 12
Tuition is $210. Walk-ins add $20.

Presented by MSBA staff and state experts. Leadership Foundations – School Finance 
and Management: Phase II includes the training school boards are required to have by 
state law. The session covers core topics such as the budget, school finance, local levies, 
policies, significant laws affecting school boards, collective bargaining, and personnel 
issues.

Visit https://mnmsba.org/workshops-events/leadership-foundations-school-
finance-and-management-phase-ii for more information and to register.

Charter School Board Member Workshop
8:30 a.m. – 3:30 p.m. Wednesday, January 12
Tuition is $210 for MSBA Charter Associates; $270 for Non-Associates. Walk-ins add $20.

Presented by MSBA staff. This workshop covers the three state-mandated areas for 
charter school board members: governance, employment, and finance. Charter school 
board members are required to start these workshops within six months of election to a 
charter school board and complete the workshops within one year.

Visit https://mnmsba.org/workshops-events/charter-school-board-training
to register.

Pre-Conference Extras
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Registration begins 30 minutes before each workshop. 
All workshops are held at the Minneapolis Convention Center.

Pre-Conference Extras: 
Evening Early Birds

Inclusive School Board Leadership
7:00 p.m. – 9:30 p.m. Wednesday, January 12
Tuition: $125; walk-ins add $10

Presenters: Staff, Kinect Education

Inclusive School Board Leadership engages school board members to consider their 
role in creating equitable and inclusive learning environments. Ensuring a district-
wide sense of value and belonging requires that all school board members have the 
tools they need to provide inclusive recommendations, make inclusive decisions, 
and achieve equitable success in academic outcomes. Join the partners of Kinect 
Education Group for an immersive and engaging session with tangible takeaways and 
tools for success as an inclusive school board member. 

When Board Meetings Go Sideways
7:00 p.m. – 9:30 p.m. Wednesday, January 12
Tuition: $125; walk-ins add $10

Presenters: Staff, Minnesota School Boards Association

Public school boards are facing more instances of public incivility, interruptions 
of meetings, and problems when citizens don’t follow courtesies for open forum. 
Learn some strategies for keeping your board meetings on point and walk through 
some small group scenarios on handling difficult situations at board meetings. This 
workshop will be interactive and will involve table-top exercises.

Health & Safety

MSBA will monitor the impact of the COVID-19 pandemic on in-person events. We 
are working closely with our hotels and the Minneapolis Convention Center to help 
mitigate and prevent the spread of COVID-19 to provide a safe conference experience. 
We are also following CDC (Centers for Disease Control) guidance, as well as local, 
state, and federal guidelines.

No matter our safety protocols, there is an inherent risk of exposure to COVID-19 with 
any public gathering. The best way to have a safe event is for everyone to be diligent 
about their own personal safety both inside and outside of the conference. With 
many school districts having implemented masking requirements, we anticipate that 
our conference safety guidelines will align with those policies.  As our guidelines are 
finalized, we will continue to inform attendees through emails as well as on the MSBA 
website. 
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Workshop topics: In December, view a complete list of workshops with descriptions at  
https://mnmsba.org/workshops-events/msba-leadership-conference. 

Workshop topics will include: School-Based Mental Health, Engineering in the Classroom, 
Board Meeting Management, Board-Superintendent Relationships, Contracts, Nutrition, 
Creative Collaboration, MSHSL, PELSB, Law Updates, Data Practices, Crisis Management, 
Finance, and much more.

SPECIAL FEATURES

Skills Sessions
Join us Thursday morning for special sessions on the nitty-gritty aspects of school boarding: 
The Open Meeting Law, superintendent contracts, and legislative advocacy. Board chairs can 
attend a special session to talk to MSBA Executive Director Kirk Schneidawind about what 
districts need from MSBA.

School Excellence Showcase
Visit with proud Minnesota students and staff who are showcasing unique programs from their 
schools.

Recognition Luncheon
Celebrate the accomplishments of Minnesota’s school leaders at Thursday’s luncheon. 
Registration is required.

Director District Discussions and Elections
Your MSBA Director District representatives will be setting aside time to meet with board 
members from their region. Director Districts with openings on the MSBA Board of Directors 
will also have presentations from board members running for those positions. Bring any 
issues you’d like to discuss to add to the conversation.

Round Tables
Join us for two 20-minute sessions 1:30 p.m. Thursday, and three rounds of 20-minute sessions 
8:00 a.m. Friday in the Exhibit Hall. These informal sessions provide a great opportunity to 
converse with an expert in a small-group setting.  

Minnesota School Board Directors of Color and Indigenous (MSBDOCI) Fellowship 
Awards and Celebration
The Minnesota School Board Directors of Color and Indigenous Fellowship will present the 
2022 Annual Lighthouse and Xiong Awards. All are welcome to attend. 

School Board and Superintendent Support Staff Networking Opportunity 
Get to know other school district staff with similar positions and job duties. Share tips and tricks 
to become the most effective in your position. Connect and check-in with your colleagues.

Workshop Topics & Special Features
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Housing is open for the 2022 MSBA Leadership Conference. MSBA encourages you to 
make your hotel reservation early at one of our long-time conference hotels (the Hilton 
Minneapolis, the Millennium Hotel, and Hyatt Regency Minneapolis).

Please visit https://mnmsba.org/workshops-events/leadership-conference-housing
to make your housing reservations as early as possible. 

Join Us in Person 
Reserve Your Hotel Room Today  

RATWIK, ROSZAK
& MALONEY, P.A.

A law firm dedicated to your needs.

444 Cedar St., Suite 2100
St. Paul, MN 55101

P: 612-339-0060
www.ratwiklaw.com

Find us on social media

Advancing School Law

Student Management 

Labor & Employment Law

In-Service Trainings

Special Education

Data Privacy & Open Meeting Law

School Board Advice  &  Policy 
Development

Investigations, Harassment & 
Discrimination
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How Do I Update My Board Members’ Information?
After Election Day, a district administrator needs to log into www.mnmsba.org and 
click on the Member Admin link (located toward the top right of the screen) to let us 
know who your new board member(s) are and who will be leaving your board. You 
will be asked to enter contact information (address, e-mail address, phone number, 
etc.) for the new board member(s).

Why?
Registration for all MSBA events is online only. The MSBA database must be updated 
before event registration for any new board member(s) can occur.  

Registration
The Leadership Conference registration/tuition is FREE as a benefit to your district 
for being a member of MSBA. Even though the conference is free, please go online 
to register your attendees. 

Other pre-conference and conference-related opportunities to register for include:
  • Learning to Lead – School Board Basics: Phase I ($125) – January 11, 2022
  • Leadership Foundations – School Finance and Management: Phase II ($210) – 
  January 12, 2022
  • Early Bird Workshops ($125) – January 12, 2022
  • The Recognition Luncheon ($38) – January 13, 2022

To register for the above-mentioned opportunities, please visit 
https://mnmsba.org. After logging in, click on the “Member Admin” link at 
the top of the webpage and then click on “Event Registration.” All registrations 
should go through your district office. 

Watch for the MSBA Leadership Conference App!

Minnesota School Boards Association
1900 West Jefferson Avenue

St. Peter, MN 56082

www.mnmsba.org

Phone: 507-934-2450
Fax: 507-931-1515

Update Board Members’ Information
As Soon As Election Results are Canvassed


	Agenda
	1. Call to Order
	2. Pledge of Allegiance
	3. Mission Statement "Educate and inspire all learners to reach their full potential."
	4. Adoption of Agenda
	5. Recognitions
	5.1. Thank you to Katelyn Edstrom and the Student Leadership Team for a fantastic Homecoming Week

	6. Audience Recognition
	7. Consent items
	7.1. Approve the minutes from the regular meeting on September 16, 2021 and the special meeting on October 11, 2021
	regular meeting minutes 9-16-21
	10-11-21 special meeting minutes

	7.2. Approve September Treasurer's Report and Bills
	Sept Treasurers Report

	7.3. Approve an overnight field trip for the boys basketball team on February 11, 2022 to Silver Bay, MN
	7.4. Approve Logan Monroe as volunteer
	7.5. Approve Licensed Seniority List for 2021-22
	Licensed Staff Seniority List SY22

	7.6. Approve Non-Licensed Seniority List for 2021-22
	Associate Seniority List 21-22

	7.7. Approve the annual review of District Policies with no changes: 410 - Family and Medical Leave Policy; 414 - Mandated Reporting of Child Neglect or Physical or Sexual Abuse; 514 Brohibiotion of Harassment; 522 - Student Sex Nondiscrimination
	7.8. First reading of revised District Policy # 413 - Harassment and Violence
	7.9. First reading of revised District Policy #415 - Mandated Reporting of Maltreatment of Vulnerable Adults
	415 - REVISED 2021

	7.10. First Reading of revised District Policy #446 - Pay Rates for Activities
	446 Revised 2021

	7.11. First reading of revised District Policy #524 - Internet Acceptable Use Policy
	524 REVISED 2021

	7.12. First reading of revised District Policy #616 - School District System Accountability
	616 REVISED 2021


	8. Reports
	8.1. Student Leadership Report
	8.2. Business Manager Report
	8.3. Activities Director Report
	AD Board Report Oct 2021

	8.4. Assistant Principal Report
	AP Board Report Oct 2021

	8.5. Community Education Report
	CE board report  Oct 2021


	9. Superintendent Report
	10. New Business
	10.1. Approve the Resolution Establishing Combined Polling Places for 2022



RESOLUTION ESTABLISHING COMBINED POLLING PLACES FOR CERTAIN MULTIPLE PRECINCTS FOR SCHOOL DISTRICT

ELECTIONS NOT HELD ON THE DAY OF A STATEWIDE ELECTION



WHEREAS, the 2017 Minnesota State Legislature passed into law specific amendments to Minnesota Statutes 204B.16 and 205A.11 changing the process to establish polling places for municipalities, school districts, and counties with unorganized townships by requiring an annual resolution or ordinance designating polling places for the upcoming calendar year, and

WHEREAS, Northland Community Schools - ISD #118 opts to establish the polling places for 2022 by resolution, and



WHEREAS, the combined polling places to be used for any stand-alone special elections will be set at locations designated by Cass County or a municipality in the school district for use as polling places,



THEREFORE, BE IT RESOLVED by the school board that the 2022 combined polling places for Northland Community Schools – ISD #118 will be at the following locations:



Crooked Lake Town Hall                                           6300 Woods Bay Drive NE

                                                                                    Outing, MN 56662

     Precincts: Beulah Township, Crooked Lake Township, Smoky Hollow Township, Thunder Lake Township



Longville Fire Hall                                                     1350 County Road 5

                                                                                    Longville, MN 56655

     Precincts: Blind Lake Township*, Boy Lake Township*, Federal Dam, Gould Township, Inguadona Township, Kego Township, Longville, Pine Lake Township*, Rogers Point, Rogers Township, Trelipe Township, Wabedo Township, Winnie Portage Lakes*, Woodrow Township*  

(* The portion of these townships that lie in this school district.)



Remer City Hall                                                          106 Spruce Street

                                                                                    Remer, MN 56672

     Precincts: Boy River, Boy River Township, Lima Township, Remer, Remer Township, Salem Township, Slater Township, Torrey Township*, Willow River

(* The portion of this township that lies in this school district.)
	10.2. Approve use of Standard Response Protocol Program for building safety
	The Standard Response Protocol K12 - Operational Guide (1)
	SRP K12 Poster
	Standard Response Protocol - MOU

	10.3. Hill City is giving 60 days notice to opt out of the shared Business Manager services.

Give permission to post for a full-time business manager.
	10.4. Give permission to allow Cass County to hold a vaccine clinic in the building when child vaccines become available.

	11. Personnel
	11.1. Accept the resignation of Cameron Wake as Junior HIgh Boys Basketball Coach effective October 28, 2021
	11.2. Accept resignation of Kendra Penke, Music Teacher, effective November 1, 2021
	11.3. Accept the resignation of Renee Bettenberg, health para, effective October 20, 2021
	11.4. Approve the hire of Jordan Sawatzky as para professional with a start date of November 8, 2021 at step 2 of the para salary schedule



Interview Committee: Brandon Otway, Kelly Riewer, Janessa Green
	11.5. Approve the addition of a paraprofessional position for 6.75 hours per day.
	11.6. Approve Terri Shepard as Elementary Student Leadership Advisor for 2021-22

	12. Other school business which can legally be brought before the Board
	13. Correspondence
	13.1. MSBA Leadership Conference Information
	LeadershipConferenceBrochure2022


	15. Adjournment

