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INTRODUCTION
School safety is the job of the entire school community. This effort requires leadership and
coordination by school administration, and involvement and participation from all sectors of the
school community.
Planning, conducting drills and participating in exercises with law
enforcement, fire, emergency officials and other members of the school community ensures a
comprehensive, unified approach to school emergency response planning. Building relationships
and community engagement are vital to building a safer school community.
The purpose of the school Emergency Response Plan (ERP) is to help school officials identify and
respond to potential emergencies by assigning responsibilities and duties of the school
employees, students, families, and community stakeholders. It is important to develop, maintain,
train and exercise ERPs in order to respond quickly before, during and after an incident. A well
developed and practiced ERP provides parents/guardians and the community reassurance that
the school has established guidelines and procedures to respond to threats and hazards efficiently
and effectively. Using this suggested planning format assists schools in meeting legislative
mandates contained in 8 NYCRR Section 155.17 and provides the use of best practice to improve
outcomes following emergency situations.
The content, organization, and terminology provided in the New York State Guide to School
Emergency Response Planning aligns with the Federal Emergency Management Agency’s “Guide
for Developing High-Quality School Emergency Operations Plans (2013)”. The organization of
this guide supports two key practices being adopted in New York State. First, the Guide provides
standardized language that is consistent with current national emergency response protocols.
Secondly, consistent formatting aligns critical information necessary to improve rapid response to
emergencies together in the following sections:





The Basic Plan
Functional Annexes
Threat/Hazard Specific Annexes
Appendices

The Basic Plan standardizes language and provides a structured framework for school ERPs
statewide. Individualized policies and procedures should be developed locally based on each
school’s unique circumstances and resources. Tools to manage an emergency must include
response procedures that are developed through threat assessments, safety audits, planning and
training before an incident occurs. The New York State Guide to School Emergency Response
Planning provides for the development of annexes to meet each school’s unique circumstances.
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Functional Annexes focus on critical operational functions and the courses of action developed to
carry them out. In New York State, to ensure consistency, we provide schools with standardized
definition and suggested best practice of the following Functional Annexes:






Shelter-In-Place
Hold-In-Place
Evacuation
Lockout
Lockdown

These five Functional Annexes provide a common foundation for response to all emergencies and
should not be modified. The intent is to create an environment where students, school staff, and
emergency responders recognize the language and procedures provided no matter where they
are in the State. Additional examples of core Annexes to consider are provided with suggestions
for planning consideration.
Actions and best practices outlined in the Threat/Hazard Annexes section, detail what to do in the
event of various emergencies. Suggestions are provided to assist schools in the development of
their own customized Annexes that best fit their School ERP. With this in mind, it is important to
create and insert appropriate floor plans for each building and provide current information about
school response team members, students and staff with special needs and any other information
critical to each school building. It is also important to identify appropriate staff to fill specific roles
related to incident command and appropriate response teams. Once you have developed your
school ERP, appropriate training and drilling is required to ensure that all district personnel, and
school personnel, and students understand the plan and their roles and responsibilities.
As you work your way through this guide you will find text highlighted in three colors:




Red text indicates a section that is required to be completed
Blue text indicates a section of law
Yellow text indicates a date by which a requirement must be met
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SUMMARY OF LAWS
The following is a summary of New York State law pertaining to building level school emergency
response plans. In 2000, Chapter 181 enacted Education Law §2801-a (Project SAVE) requiring
the implementation of certain school safety plans. Education Law §2801-a required that every
school district, Board of Cooperative Educational Services (BOCES) and county vocational
education extension board, as well as the Chancellor of the City School District of the City of New
York, develop a building-level school safety plan regarding crisis intervention and emergency
response (“school emergency response plan”). Section 2801-a prescribed minimum requirements
of a school emergency response plan, which included policies and procedures relating to
responding to certain threats. These plans were designed to prevent or minimize the effects of
emergencies and to facilitate the coordination of schools and school districts with local and county
resources in the event of such emergencies. The Commissioner of the New York State Education
Department, prescribed requirements into regulation 8 NYCRR Section 155.17. Regulations are
hyperlinked within this document.
155.17 (b) Development of school safety plans. Every board of education of a school district,
every board of cooperative educational services and county vocation education and extension
board and the chancellor of the City School District of the City of New York Shall adopt by July 1,
2001, and shall update by July 1st of each succeeding year, a district wide school safety plan and
building level school safety plans regarding crisis intervention and emergency response and
management.
155.17 (e)(2) School Emergency Response Plan. A school emergency response plan shall be
developed by the building-level school safety team and shall include the following elements:










155.17 (e)(2)(i)
155.17 (e)(2)(ii)
155.17 (e)(2)(iii)
155.17 (e)(2)(iv)
155.17 (e)(2)(v)
155.17 (e)(2)(vi)
155.17 (e)(2)(vii)
155.17 (e)(2)(vii)
155.17 (e)(2)(viii)

Policies and Procedures for Safe Evacuation
Designation of Response Teams
Procedures for Emergency Responder Access to Building Plans and Road Maps
Communication in Emergencies
Definition of the chain of Chain of Command Consistent with NIMS/ICS
Coordinated Plan for Disaster Mental Health Services
Procedures for Annual Review
Procedures for the Conduct of Drills
Procedures for Restricting Access to Crime Scenes

155.17 (e)(3) A copy of each building level safety plan and any amendments thereto, shall be filed
with the appropriate local law enforcement agency and with the State Police within 30 days of
adoption.
155.17 (j) Drills. Each school district and board of cooperative educational services shall, at least
once every school year, and where possible in cooperation with local county emergency
preparedness officials, conduct one test of its emergency plan or its emergency response
procedures under each of its building level school safety plans, including sheltering or early
dismissal.
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THE BASIC PLAN
1. Introductory Material
Plan Development and Maintenance
8 NYCRR Section 155.17 (b) and 155.17 (c)(11) - requires that each school shall have a Building Level School
Safety Team that consists of representatives from the following groups: teacher, administrator, and parent
organizations, school safety personnel and other school personnel, community members, local law enforcement
officials, local ambulance or other emergency response agencies, and any other representatives the board of
education, chancellor or other governing body deems appropriate.
The Building Level School Safety Team is responsible for the overall development, maintenance, and revision
of the Emergency Response Plan (ERP) and for coordinating training and exercising the School ERP. Team
members are expected to work closely together to make recommendations for revising and enhancing the plan.
Name

Title

Agency

Howard Dennis
Cathy Milliman

Superintendent
Assistant
Superintendent
Principal PYA
Principal PYMS
Principal PYE
Transportation Director
Safety Coordinator
SRO
Fire Chief
Chief of Police
Yates County Sheriff
State Police
EMS Coordinator
Director
Director
Contact
PYA Nurse
PYMS Nurse
PYE Nurse
PYE

PYCSD
PYCSD

David Pullen
Kelley Johnson
Edward Foote
David Mulberger
Ann Paige
Jeff Stewart
Bill LaRock
Thomas Dunham
Ron Spike

Scott Reinard

Chris Warriner
Frank Korich
Brent Bodine
Robert Pass
Lori Spencer
Maretta Scouten
Kristen Bray
Sue Pallar

PYCSD
PYCSD
PYCSD
PYCSD
PYCSD
PYCSD/Village Police
PY Fire
Village Police
Yates County Sheriff
NYS Police
Yates County EMS
Finger Lakes Health
Village Municipal
NYSEG
PYCSD
PYCSD
PYCSD
PYCSD

Contact Information
Cell
Other
315.277.0318 315.536.3373
585.737.6407 315.536.3373
315.759.9549
315.521.8736
585.506.8515
315.521.5953
315.398.1686
315.290.2191
315.277.0223
315.277.0014

607.347.2148
315.719.2035
607.725.1785
315.694.0069
315.521.6854

315.536.4408
315.536.3366
315.536.3346
315.536.2622
315.536.4408
315.536.4408
315.536.3033
315.536.4426
315.536.4438
607.243.5773
315.536.3000
315.787.4000
315.536.3374
1.800.572.1121
315.536.4408
315.536.3366
315.536.3346
315.536.3346

Various agencies and services are involved in responding to school incidents, including emergency responders
from law enforcement, fire, emergency medical services, mental health and other community organizations. An
important component of the School ERP is advanced planning with various federal, state, county and/or local
agencies, as well as community service providers to aid in a timely response to an incident. Advance planning
may or may not include written agreements to help coordinate services between the agencies and school. If
1
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Memorandum of Understandings (MOU) are created, a copy shall be maintained in Appendix D. Advanced
planning should specify the type of communication and services provided by one agency to another.

Distribution of the Plan
8 NYCRR Section 155.17 (e)(3) mandates that a copy of the ERP and any amendments shall be filed with the
appropriate local law enforcement agency and with the New York State Police within thirty days of adoption.
Send Building Level Safety Plans to:
New York State Police
Headquarters – Field Command
Attn: Safe Schools NY
1220 Washington Avenue, Building 22
Albany, NY 12226
Or by email to:
info@safeschools.ny.gov

School ERPs are confidential and shall not be subject to disclosure under Article VI of the
Public Officers Law or any other provision of law.
Record of Distribution
Copies of the emergency response plan, including appendices and annexes are recommended to be distributed
to your School Safety Team, local fire department, area law enforcement (including village, town, county and
state police), local and county emergency management, the district superintendent and any other persons
deemed appropriate by the School Safety Team.
Distribution of the ERP shall be recorded in the following table.
Agency

Name of Receiving Party

Date

Village Police
Village Fire Department
NYS Police
Superintendent
Yates County Sheriff
School Safety Teams

Thomas Dunham
Bill LaRock
Scott Reinard
Howard Dennis
Ron Spike
Ann Paige

7/2018
7/2018
7/2018
7/2018
7/2018
7/2018

Plan Review and Updates
8 NYCRR Section 155.17 (b) requires the School Safety Team to review its ERP annually and update it by
July 1st as needed.
2
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Each update or change to the plan shall be recorded in the following table.

Revision/Update/
Amendment
5/2016
6/22/2017
6/21/2018

Date
Name
District safety committee
District Safety Committee
District Safety Committee (updates)

3
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2. Purpose and Situation Overview
Schools are exposed to many threats, hazards, and vulnerabilities. All of these have the potential for disrupting
the school community, exposing students/staff to injury, and causing damage to public or private property.
School Safety Teams shall complete thorough threat assessments to identify circumstances in the school or
near campus that may present unique problems or potential risk to people or property.
The interior and exterior portions of all school buildings, school grounds and surrounding neighborhoods should
be assessed for potential threats/hazards that may impact the site, staff, and students. Date of threat/hazard
assessment 9/30/2015
Develop Threat and Hazard Specific annexes to address each identified threat/hazard from your assessment.
Included in the Threat and Hazard Specific Annex section are examples of formats you may utilize while
developing these ANNEXES.
The table on the following page provides a list of potential threats that schools should consider when conducting
a threat/hazard assessment.

Threat, Hazard Types, and Examples
Threat and Hazard Type

Examples

Natural Hazards:













Earthquakes
Tornadoes
Lightning
Severe wind
Hurricanes
Floods
Wildfires
Extreme temperatures
Landslides or mudslides
Winter precipitation
Wildlife

Technological Hazards:



Explosions or accidental release of toxins from industrial
plants
Accidental release of hazardous materials from within
the school, such as gas leaks or laboratory spills
Hazardous materials releases from major highways or
railroads
Radiological releases from nuclear power stations
Dam failure
Power failure
Water failure
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Biological Hazards:





Infectious diseases, such as pandemic influenza,
extensively drug-resistant tuberculosis, Staphylococcus
aureus, and meningitis
Contaminated food outbreaks, including Salmonella,
botulism, and E. coli
Toxic materials present in school laboratories










Fire
Active shooters
Criminal threats or actions
Gang violence
Bomb threats
Domestic violence and abuse
Cyber attacks
Suicide



Adversarial, Incidental, and
Human-caused Threats:

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


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



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



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



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



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



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



Maintaining the School ERP and providing frequent opportunities for training and exercising the plan for
stakeholders (staff, students, parents/guardians, first responders, etc.) can improve the school’s
readiness to respond to incidents.
5
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3. Concept of Operations
The overall strategy of a School ERP is to execute effective and timely decisions and actions that prevent harm,
protect lives and property, mitigate damages, restore order and aid recovery. This plan is based upon the
concept that the incident management functions that must be performed by the school generally parallel some
of their daily routine functions. To the extent possible, the same personnel and material resources used for daily
activities will be employed during incidents. Because personnel and equipment resources are limited, some
routine functions that do not contribute directly to the incident may be suspended. The personnel, equipment,
and supplies that would typically be required from those routine functions will be redirected to accomplish
assigned incident management tasks.

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

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

4. Organization and Assignment of Responsibilities
This section establishes the operational organization that will be relied on to manage an incident and includes
examples of the types of tasks that may be performed by different positions. The included titles and
responsibilities are for illustrative purposes and should be edited to meet the needs of your school as necessary.
The Incident Commander is not able to manage all of the aspects associated with an incident without assistance.
The school relies on other key school personnel to perform tasks that will ensure the safety of students and staff
during a crisis or incident. The Incident Command System (ICS) uses a team approach to manage incidents. It
is difficult to form a team while a crisis or incident is unfolding. Roles should be pre-assigned based on training
and qualifications. Each staff member and volunteer must be familiar with his or her role and responsibilities
before an incident occurs.

Principal
6
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The principal (or their designee) will serve as the Incident Commander and designate a minimum of two
qualified individuals to serve as alternates in the event that the principal is unable to serve in that role. At all
times, the principal still retains the ultimate responsibility for the overall safety of students and staff.
Responsibilities include:
 Provide direction over all incident management actions based on procedures outlined in this ERP
 Take steps necessary to ensure the safety of students, staff and others
 Determine which emergency protocols to implement as described in the functional annexes of this ERP
 Coordinate/cooperate with emergency responders
 Keep the Superintendent informed of the situation

Teachers / Substitute Teacher / Student Teachers /
Teachers shall be responsible for the supervision of students and shall remain with students unless directed to
do otherwise.
Responsibilities include:
 Supervise students under their charge
 Take steps to ensure the safety of students, staff, and other individuals.
 Take attendance when class relocates to an inside or outside designated area or to an evacuation site
 Report missing students to the appropriate Emergency Response Team Member
 Execute assignments as directed by the Incident Commander.
 Obtain first aid services for injured students from the school nurse or person trained in first aid. Arrange
for first aid for those who are unable to be moved
 Report to building administrator if the teacher is not directly responsible for students

Teaching Assistants / Teacher Aides
Responsibilities include assisting teachers as directed and actions to ensure the safety of students.
 Supervise students under their charge
 Take steps to ensure the safety of students, staff, and other individuals.
 Take attendance when class relocates to an inside or outside designated area or to an evacuation site
 Report missing students to the appropriate Emergency Response Team Member
 Execute assignments as directed by the Incident Commander.
 Obtain first aid services for injured students from the school nurse or person trained in first aid. Arrange
for first aid for those who are unable to be moved
 Report to building administrator if the Teaching Assistants/ Teaching Aides is not directly responsible for
students

Counselors, Social Workers, Dean Of Students & School Psychologists
Responsibilities include:
 Take steps to ensure the safety of students, staff and other individuals during the implementation of the
ERP
 Provide appropriate direction to students as described in this ERP for the incident type
 Render first aid or CPR and/or psychological aid if trained to do so
7
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Assist in the transfer of students, staff and others when their safety is threatened by an emergency
Administer counseling services as deemed necessary during or after an incident
Execute assignments as directed by the Incident Commander

School Nurse/Health Assistant
Responsibilities include:
 Administer first aid or emergency treatment as needed
 Supervise administration of first aid by those trained to provide it
 Organize first aid and medical supplies
 Execute assignments as directed by the Incident Commander

Custodians/Maintenance Staff
Responsibilities include:
 Survey and report building damage to the Incident Commander
 Control main shutoff valves for gas, water, and electricity and ensure that no hazard results from broken
or downed lines
 Provide damage control as needed
 Assist in the conservation, use and disbursement of supplies and equipment
 Control locks and physical security as directed by the Incident Commander
 Keep Incident Commander informed of the condition of the school
 Execute assignments as directed by the Incident Commander

Principal’s Secretary/Office Secretaries
Responsibilities include:
 Answer phones and assist in receiving and providing consistent information to callers
 Provide for the safety of essential school records and documents
 Provide assistance to the Incident Commander/Principal
 Monitor radio emergency broadcasts
 Execute assignments as directed by the Incident Commander
 Take care of all attendance

Food Service/Cafeteria Workers
Responsibilities include:
 Prepare and serve food and water on a rationed basis whenever the feeding of students and staff
becomes necessary during an incident
 Execute assignments as directed by the Incident Commander

Bus Drivers
Responsibilities include:
 Supervise the care of students if disaster occurs while students are on the bus
 Transfer students to new location when directed
 Execute assignments as directed by the Incident Commander
8
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Other Staff
Responsibilities include:
 Report to command center
 Execute assignments as directed by the Incident Commander

Students
Responsibilities include:
 Cooperate during emergency drills, exercises and during an incident
 Follow directions given by facility and staff.
 Know student emergency actions and assist fellow students in an incident
 Report situations of concern (e.g. “If you see something, say something.”)
 Develop an awareness of the high priority threats/hazards and how to take measures to protect against
and mitigate those threats/hazards

Parents/Guardians
Responsibilities include:
 Encourage and support school safety, violence prevention and incident preparedness programs within
the school
 Participate in volunteer service projects for promoting school incident preparedness
 Provide the school with requested information concerning the incident, early/late dismissals and other
related release information
 Listen to and follow directions as provided by the School District.

5. Direction, Control, and Coordination
School Incident Command System
To provide for effective direction, control and coordination of an incident, the School ERP will be activated
through the implementation of the Incident Command System (ICS).
Staff are assigned to serve within the ICS structure based on their expertise, training and the needs of the
incident. Roles should be pre-assigned based on training and qualifications. The School ICS is organized as
follows:

9
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Incident Commander
Directs incident management activities

Alternate IC
Public Information Officer
(PIO)
Acts as liaison between school and
public (including media)

Safety Officer
Responsible for overall safety of all
persons involved

Liaison Officer
Responsible for coordinating with
outside/emergency agencies

Planning

Operations

Logistics

Responsible for
collection,
evaluation,
dissemination, and
use of information

Carries out
response
activities,
universal
procedures, etc.

Responsible for
organizing
resources and
personnel

Finance &
Administration
Responsible for
incident
accounting, costs
and
reimbursement

See Appendix B: Incident Command System for a listing of individuals designated to fill the Command
Staff roles.

10
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School Incident Command System (ICS) Roles Defined
The Incident Command System is organized into the following functional areas:

Incident Command
Directs the incident management activities using strategic guidance provided by the Superintendent or his
designee.
Responsibilities and duties include:
 Establish and manage the Command Post, establish the incident organization and determine strategies
to implement protocols (adapt as needed)
 Monitor incident safety conditions and develop measures for ensuring the safety of building occupants
 Coordinate media relations and information dissemination with the Superintendent/Principal/
Incident
Commander
 Develop working knowledge of local/regional agencies, serve as the primary on-scene contact for outside
agencies assigned to an incident, and assist in accessing services when the need arises
 Document all significant activities
Operations Section
Directs all tactical operations (actions) of an incident including the implementation of response/recovery activities
according to ICS, care of students, first aid, psychological first aid, search and rescue, site security, damage
assessment, evacuations and the release of students to parents.
Responsibilities and duties include:
 Monitor site utilities (i.e. electric, gas, water, heat/ventilation/air conditioning) and shut off only if danger
exists or directed by the Incident Commander and assist in securing the facility.
 Establish medical triage with staff trained in first aid and CPR, provide and oversee care given to injured
persons, distribute supplies and request additional supplies from the Logistics Section.
 Provide and access psychological first aid services for those in need and access local/regional providers
for ongoing crisis counseling for students, staff and parents/guardians.
 Coordinate the rationed distribution of food and water, establish secondary toilet facilities in the event of
water or plumbing failure and request needed supplies from Logistics Section.
 Document all activities
As needed, Emergency Response Teams may be activated within the Operations Section. 8 NYCRR Section
155.17 (e)(2)(ii) requires the designation of individuals assigned to emergency response teams. Appendix C
includes tables for documenting those designated individuals.
Planning Section
Collects, evaluates and disseminates information needed to measure the size, scope and seriousness of an
incident and to plan appropriate incident management activities.
Responsibilities and duties include:
 Assist Incident Commander in the collection and evaluation of information about an incident as it develops
(including site map and area map), assist with ongoing planning efforts and maintain incident log
 Document all activities
11
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Logistics Section
Supports ICS by securing and providing needed personnel, equipment, facilities, resources and services required
for incident resolution. Coordinates personnel, assembling and developing volunteer teams and facilitates
communication among incident responders. This function may involve a major role in an extended incident.
Responsibilities and duties include:
 Establish and oversee communications and activities during an incident (two-way radio, written updates,
etc.) and develop telephone tree for after-hours communication
 Establish and maintain school and classroom preparedness kits, coordinate access to and distribution of
supplies during an incident and monitor inventory of supplies and equipment
 Document all activities
Finance/Administration Section
Oversees all financial activities including purchasing necessary materials, tracking incident costs, arranging
contracts for services, timekeeping for emergency responders, submitting documentation for reimbursement and
recovering school records following an incident.
Responsibilities and duties include:
 Assume responsibility for overall documentation and recordkeeping activities; when possible, photograph
and videotape damage to property
 Develop a system to monitor and track expenses.
 Account for financial losses in accordance with district policy and secure all records

Coordination with Responders
The School ERP may have a set of interagency agreements with various agencies to aid in timely
communication. Agreements with these agencies and services (including, but not limited to, mental health, law
enforcement and fire departments) could help coordinate services between the agencies and the school. The
agreements could specify the type of communication and services provided by one agency to another
In the event of an incident involving outside agencies, a transfer of command from the school Incident
Commander to a responding agency will occur.

Source and Use of Resources
The school will use its own resources and equipment to respond to incidents until emergency responders arrive.
It is suggested that the school establish memoranda of understanding with local organizations and businesses
to provide necessities in the event of an emergency. Examples include local grocery stores for food and water
or county health departments for counseling services.
See Appendix-D: Memoranda of Understanding, include copies of all MOU’s.
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6. Information Collection, Analysis and Dissemination
The School will collect, analyze, and disseminate information during and after an incident.

Types of Information
During an incident, the school will assign administrative staff to monitor weather and local law enforcement alerts.
This information will be analyzed and shared with the Incident Commander.
After an incident, the school will assign staff to monitor websites and hotlines of mental health, emergency
management and relief agencies. The school will also monitor the school district information portal, to determine
any information pertinent or critical to the school’s recovery effort.

Information Documentation
The assigned staff member will document the information gathered including:







Source of information
Staff member who collected and analyzed the information
Staff member to receive and use the information
Format for providing the information
Date and time the information was collected and shared

7. Training and Exercises
The school understands the importance of training, drills, and exercises in being prepared to deal with an
incident. To ensure that school personnel and community responders are aware of their responsibilities under
the School ERP, the following training and exercise actions should occur.

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





Roles and Responsibilities – Deliver at start of school year
Incident Command System (ICS) Training – Training should be completed prior to assignment to an ICS
role.
Online training is available through the FEMA Independent Study Program at
www.training.fema.gov. ICS classes are offered through the NYS Division of Homeland Security and
Emergency Services (DHSES) at www.dhses.ny.gov. Or by contacting your local emergency
management agency.
Annual training
o Review ERP with staff
o Conduct full staff briefings on roles to perform during an emergency
o Ensure all staff have been briefed in the communications and notifications requirements set forth in
the ERP
o Conduct student briefings on roles they perform during an emergency
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Drills & Exercises
At a minimum, the school will conduct the following exercises/drills annually:





Section 807 of the Education Law mandates that pupils must receive instruction on how to exit the
building in the shortest possible time without confusion or panic. The instruction must be in the form of
drills or rapid dismissals and must include a minimum of 12 drills each school year.
8 NYCRR Section 155.17 (e)(3) - each building level emergency response plan shall be tested including
sheltering and early dismissal (no earlier than 15 minutes before normal dismissal).The following is
recommended:
1 - Lockdown drill – Announced (first marking period)
3 - Lockdown drills – Unannounced (quarterly - following first announced drill)

Lockdown drills will be conducted internally to ensure that school staff have the ability to secure the facility and
students against an immediate threat to life and safety. Such drills will cause minimal interruption to academic
activities and will involve the clearance of hallways, locking of classrooms and positioning of students and staff
in pre-designated “safe areas” within each room. Where possible, the school should seek out opportunities to
conduct full-scale response exercises with law enforcement.
Whenever a lockdown drill will be conducted, whether announced or unannounced, the school will notify local
law enforcement and/or the regional 911 Emergency Dispatch Center prior to and at the conclusion of the
drill. This will be done to ensure that law enforcement does not receive a false report that the school is in actual
lockdown. Any announcements made during a drill will be preceded and ended with the phrase “this is a drill”.
This will ensure that all involved recognize that this is a drill and not a real incident (i.e. “may I have your attention,
this is a drill – LOCKDOWN – this is a drill”). Additionally, a sign or notice will also be placed at all public
entrances indicating that a drill is in progress and to wait for service “SAFETY DRILL IN PROGRESS - PLEASE
WAIT.” This will serve to notify any uninformed parents or visitors and prevent unwarranted panic.
Use this table to document training and drills associated with this ERP including exercising of this ERP and
informing faculty and staff of their roles within ICS.
Type of Training/Drill
8 Drills / Building (fall) 6 *FD 2 LD
4 Drills / Building (spring) 2 *FD / 2 LD
Student Training / Building
Shelter in Place Drill

Date of Training/Drill
9-2018 – 12-2018
1-2019 - 6-2019
9-2018
2018-2019 School Year

Agencies Involved
Police, Fire
Police Fire
Building Administration
Police

Past or predicted
Annual Disaster Drill District wide
Bus safety drills

9-2018 – 10-2019
9/2018, 11/2018, 3/2019

Police, Fire, EMS
transportation

*FD= Fire Drill, LD = Lock Down Drill

14

PENN YAN CENTRAL SCHOOL DISTRICT EMERGENCY RESPONSE PLAN
FOR OFFICAL USE ONLY
NYS BLS ERP version1 – 6/2016

8. Administration, Finance and Logistics
Agreements and Contracts
If school resources prove to be inadequate during an incident, the school will request assistance from local
emergency agencies, other agencies and industry in accordance with existing Memoranda of Understanding.
Such assistance includes equipment, supplies and/or personnel. All agreements are entered into by authorized
school district and school officials. Copies of these agreements are located in Appendix D.
Documentation
The ICS Section Chiefs will maintain accurate logs recording key incident management activities including:
 Activation or deactivation of incident facilities
 Significant changes in the incident situation
 Major commitments of resources or requests for additional resources from external sources
 Issuance of protective action recommendations to staff and students
 Evacuations
 Casualties
 Containment or termination of the incident
Incident Costs
The ICS Finance/Administration Section is responsible for maintaining records summarizing the use of
personnel, equipment and supplies to obtain an estimate of incident response costs that can be used in preparing
future school budgets and to share these costs with the Superintendent and District Business Office. These
records may be used to recover costs from the responsible party or insurers or as a basis for requesting financial
assistance for certain allowable response and recovery costs from the State and/or Federal government.
Preservation of Records
In order to continue normal school operations following an incident, records such as legal documents and student
files must be protected (i.e. in the event of a fire and flood).

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


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



New York State Executive Order 26.1 (2006), established ICS as the state’s standard command and
control system that will be utilized during emergency operations.
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Homeland Security Presidential Directive (HSPD) – 5 required the development of National Incident
Management System (NIMS), of which ICS is a critical component.

FUNCTIONAL ANNEXES
The information in this section was developed utilizing the Federal Emergency Management
Administration’s Guide for Developing High Quality School Emergency Operations Plans.
The Functional Annexes within this section, should provide schools with a comprehensive set of guides
for responding to and functioning during an emergency. Each School Building Level School Safety
Team should assess and develop annexes to meet the unique needs of each school building.
Functional Annexes provide standard language and procedures, and are intended to be transferable to schools
statewide and modifications are not recommended.






Shelter-in-Place
Hold-in-Place
Evacuation (required per 8 NYCRR Section 155.17 (e)(2)(i)
Lock-out
Lock-down

These annexes contain elements required by 8 NYCRR Section 155.17. Completion of these annexes utilizing
the recommended actions will help the school comply with State law.




Crime Scene Management
Communications
Medical Emergency and Mental Health

The School Safety Improvement Team also recommends that schools complete the following annexes utilizing
the recommended actions.






Accounting for All Persons
Reunification
Continuity of Operations
Recovery
Security

1. Shelter-in-Place
Purpose
A Shelter-in-Place annex describes courses of action when students and staff are required to remain indoors,
perhaps for an extended period of time, because it is safer inside the building or a room than outside. Depending
on the threat or hazard, students and staff may be required to move to rooms that can be sealed (such as in the
event of a chemical or biological hazard) or without windows, or to a weather shelter (such as in the event of a
tornado).
16
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Actions
Initiate Shelter-in-Place


Shelter-in-Place will be announced by intercom, Public Address (P.A.) System, or otherwise with
instructions on how to proceed. (DO NOT USE CODES, CARDS or COLORS)

Elevated Alert
. STUDENTS TO REMAIN IN CLASSROOMS, NO MOVEMENT IN THE HALLWAYS,
 YOUR ATTENTION PLEASE.
 THERE IS A SITUATION REQUIRING YOU TO SHELTER-IN- PLACE.
 PLEASE STOP WHAT YOU ARE DOING AND FOLLOW THESE
INSTRUCTIONS
Instructions





Use clear, concise language to provide direction to the school based on the situation.
If there is a situation requiring students and staff to move away from windows and doors (such as a
weather emergency), they should be instructed to move to the interior of the room or relocate to an interior
hallway or room. Students in temporary classrooms or outside of the main building for any reason should
be instructed to move into the main school building.
If the situation is not a threat to the exterior of the building, student’s in-between classes or outside of
their classroom for other reasons should be instructed to return to their class.

Additional Considerations for Shelter-In-Place
The Building Level Safety Team should consider the following when reviewing the current plan or developing
new policies and procedures. This is not an exhaustive list. Please add necessary actions appropriate for
your response.
Procedures for the following should be included:
 Turn off utilities and ventilation systems (heating, ventilation and air conditioning) if appropriate.
 Prepare to shelter-in-place for extended periods including arrangements for food/water, sleeping,
hygiene, medical needs, etc. Activate Annex (es) appropriate to respond to the situation.
 Notify all concerned parties when the Shelter-in-Place is lifted.

2. Hold-in-Place
Purpose
If there is an internal incident or administrative matter such as students fighting in a hallway, a maintenance
issue or medical emergency that requires students and staff movement be limited, a “Hold-in-Place” may be
initiated. This is intended to keep students and staff out of the affected area until the situation can be rectified.

Actions
21
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Initiate Hold-in-Place


Hold-in-Place will be announced by intercom, Public Address (P.A.) System, or otherwise with
instructions on how to proceed. (DO NOT USE CODES, COLORS OR CARDS)

Elevated Alert
This is an elevated alert. This alert will be used for the following reasons; fights, health
emergencies, facility search that are not life threatening, student behavior issues, and weather
related emergencies, etc. During this alert all students are to remain in their classrooms with
their teachers until an all clear is announced. Instruction in the classrooms continues.
 YOUR ATTENTION PLEASE.
 THERE IS A SITUATION REQUIRING YOU TO HOLD IN PLACE.
 PLEASE STOP WHAT YOU ARE DOING AND FOLLOW THESE
INSTRUCTIONS.
 Provide specific incident instructions
Instructions


Use clear, concise language to provide direction to the school based on the situation.

Execute Hold-in-Place





Students in hallways, bathrooms or other common areas will return to their classroom. If the Hold-inPlace is announced between class periods, students will return to their previous class to await
instructions. If the route is blocked, students will go to the nearest classroom and advise the teacher that
they are unable to get to their class and await instructions.
All available staff members will assist in maintaining order and accounting for students. Remain in
position until further instruction is given or remaining in place compromises safety.
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3. Evacuation
Purpose
This annex focuses on the courses of action that the school will execute to evacuate school buildings and
grounds. Included are school policies and procedures for on-site and off-site evacuation including evacuation
routes, transportation needs, and sheltering sites, required per 8 NYCRR Section 155.17 (e)(2)(i).
Evacuation should take place if it is determined that it is safer outside than inside the building (fire, explosion,
intruder, hazardous material spill) and staff, students and visitors can safely reach the evacuation location
without danger.

Actions
Initiate Evacuation



Communicate the need to evacuate the building or a specific area of the building to the building staff and
other occupants by activating the fire alarm and/or by a Public Address (P.A.) System or bullhorn.

Severe Alert
This alert will be used when the building needs to be evacuated. Example of emergencies at this level would
be; bomb threat, chemical hazard, fire, etc. The procedure for this alert level would follow the Penn Yan CSD
School Safety Plan. Scan room, secure class lists and wait for the instructions and/or sound of fire alarm before
evacuating
 YOUR ATTENTION PLEASE.
 WE NEED TO EVACUATE THE BUILDING.
 TEACHERS ARE TO TAKE THEIR STUDENTS TO THEIR DESIGNATED
ASSEMBLY AREA.
 TEACHERS TAKE YOUR CLASS ROSTER
 TAKE ATTENDENCE WHEN SAFE TO DO SO






Call or designate another to immediately call public safety (911) (police, fire and emergency
responders) to give notice that the school has been evacuated.
Notify appropriate district staff that an evacuation of the school has occurred.
Communicate changes in evacuation routes if primary routes are unusable.
Activate Annex(es) appropriate to respond to the situation.
Designate staff with assigned radios and/or cell phones to assist in evacuation procedures.
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Staff with radios or cell phones
NAME
Howard Dennis
Cathy Milliman
Greg Baker
Becky Perrault
David Mulberger
David Pullen
Warren Kinsey
Tobin Tansey
Jody Swan
Jeff Stewart
Rob Grattan
Kelley Johnson
Brian Hobart
Rich Austin
Edward Foote
Karen Burcroft
David Armstrong
Dana Burton
Stacey Barden
Physical education
Kevin Johnson
Burt Dailey



Location
PYDO
PYDO
PYDO
PYDO
PYDO
PYA
PYA
PYA
PYA
PYA
PYA
PYMS
PYMS
PYMS
PYE
PYE
PYE
PYE
PYE
PYCSD
PYCSD
PYCSD

Radio or Cell Phone Number
315-277-0318
585-737-6407
585-705-5511
315-651-0765
315-521-5953
315-759-9549
315-759-9122
315-277-0320
585-729-7233
315-290.2191
315.277.0319
315-521-8736
315.719.1770
315-856-0026
585-506-8515
315.246.8300
315-856-0024
315-595-6140
315-521-7682
315.856.0075
315.374.4139

Communicate when it is safe to re-enter the building or re-occupy a section of the school by bell system,
radio transmission, public address system, designated staff, or bull horn.

Evacuation – Building Only











Determine evacuation routes based on location of the incident and type of emergency. (See floor plans)
Ensure all locations have designated secondary escape routes.
o Designate alternate routes
o Identify escape windows or other means of escape
Evacuate Students/Staff with special needs
o Disabled/wheelchair accessible routes
o Address needs of other disabilities: autism, blind, hearing impaired, etc.
Student Self-Evacuation: In the event that students find themselves out of the supervision of faculty or
staff.
o Students self-evacuate through nearest evacuation route or exit.
o Students report to nearest assembly area and nearest teacher/staff.
Do not stop for student or staff belongings.
Take class roster, phone lists, first-aid kit and other emergency supplies with you (Go Bags).
Check the bathrooms, hallways and common areas for visitors, staff or students while exiting.
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Go to designated evacuation assembly area.

Designated Evacuation Assembly Areas (On School Grounds)
Building, Wing or Location
PYA will use the fire
evacuation routes
PYE using fire evacuation
routes
PYMS use fire evacuation
routes to PYA
District Office – Use fire
evacuation routes to PYE



Assembly Area
Primary area- Elementary gym
Secondary area – PYMS auditorium
Primary area -PYA Gym - auditorium
Secondary area- PYMS Aud. or Gym
Primary area –PYA Gym –auditorium
Secondary PYE - Gym
Primary area – PYE Great Room
Secondary area – PYA Auditorium

Account for all students. Immediately report any missing or injured students to the School Incident
Commander.
Main office staff: Take visitor log and student sign out sheet to evacuation assembly area.

Evacuation – (Off School Grounds)
In the event that the situation poses a significant enough risk that evacuation of the building and remaining on
school grounds is determined to not be adequate, students and staff will be evacuated to an off-site location.
The Building Level School Safety Team determines appropriate off-site evacuation areas prior to an actual
incident. Preplan for off-site locations that offer adequate protection from the elements and communications
abilities.



Perform all evacuation steps as indicated for a building evacuation.
Proceed to off-site locations.
Off Site Location

PRIMARY

Penn Yan Methodist Church 166 Main Street, Penn Yan, NY
Capacity: 450+

St. Mike’s Church
Capacity: Church 400+
PRIMARY
Fellowship Hall 210+

PRIMARY

Address

Emmanuel Baptist Church
Capacity: 250+

St. Mark’s Episcopal
Capacity:
PRIMARY Church 175 – 200
Parish Hall 100-150

Facility Contact Name
and Number

Lisa Berna/ Jeff Childs
1st Number 536-6711
2nd Number 536-8415

214 Keuka Street, Penn Yan, NY

Bonnie Basler
1st Number 536-7459
Bonnie Basler 719-1721

332 Main Street Penn Yan, NY

Andrea McGarvey/Ron
Woudenberg/Sherry
Woudenberg
536- 8278
Anneke Wheeler / Dan
Burner
315-316-2812

179 Main St, Penn Yan, NY
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Notify all assembly areas to evacuate to offsite location.
Students will walk to secondary location

Evacuation – Return to Buildings or Grounds
No students or staff shall return to school buildings or grounds until advised to do so by the Incident Commander
or appropriate officials.



The Incident Commander will make the decision when it is safe to return to the building.
In the event that emergency response services (Police, Fire, EMS) are called, the Incident Commander
may transfer incident command to the appropriate authority, who will then make the decision to allow
students and staff to return to the building or grounds.
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4. Lockout
Purpose
This annex describes the courses of action the school will execute to secure school buildings and grounds during
incidents that pose an imminent concern outside of the school. The primary objective of a lockout is to quickly
ensure all school staff, students, and visitors are secured in the school building away from the outside danger.

Actions
Initiate Lockout


Lockout will be announced by intercom, Public Address (P.A.) System, or otherwise.
(DO NOT USE CODES, COLORS OR CARDS)





YOUR ATTENTION PLEASE.
THERE IS A SITUATION REQUIRING THE SCHOOL TO LOCKOUT.
ALL OUTDOOR ACTIVITIES ARE CANCELLED.
PLEASE CONTINUE REGULARLY SCHEDULED INDOOR ACTIVITIES.

Execute Lockout








All outdoor activities shall cease and be immediately moved indoors (i.e., gym classes, playground, etc.).
As soon as all students and staff are in the building all exterior doors shall be locked.
Normal activity will continue within the building (unless directed otherwise).
It is not necessary to turn lights off or to close blinds (unless directed).
Do not respond to the fire alarm unless actual signs of fire are observed, or an announcement is made.
Report any suspicious activity observed either indoors or outdoors to the main office.
A lockout will be lifted when notification is made by administration. Activate Annex(es) appropriate to
respond to the situation.
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5. Lockdown
Purpose
This annex describes the courses of action schools will execute to secure school buildings and grounds during
incidents that pose an immediate threat of violence in or around the school. The primary objective of a lockdown
is to quickly ensure all school staff, students and visitors are secured in rooms away from immediate danger.
A Lockdown is the initial physical response to provide a time barrier during an active shooter/intruder event.
Lockdown is not a stand-alone defensive strategy. Executing a Lockdown should involve barricading the door,
hiding from view, remaining silent and readying a plan of evacuation as a last resort.

Actions
Initiate Lockdown




Where possible a Lockdown will be announced by intercom, Public Address (P.A.) System, or otherwise.
(DO NOT USE CODES, COLORS OR CARDS)
Contact 911
In events where an immediate threat to life safety is recognized (such as a person armed with a gun in
the hallway) any faculty or staff shall raise the alarm and initiate a lockdown.
LOCKDOWN! - LOCKDOWN! - LOCKDOWN!

Execute Lockdown





IF SAFE, immediately gather students from hallways and areas near your room into classroom or office.
This includes common areas and restrooms immediately adjacent to your classroom.
Lock your door(s) and have students/staff move to the designated safe area of the room, **REMAIN
SILENT**
Leave lights on and blinds as they are. Do not cover door window.
Teachers should position themselves in a location that gives them an advantage to manage their
classroom effectively, and take the following action during a lockdown:
o Do not allow anyone, under any circumstance, to leave your secured area.
o Do not answer or communicate through your door or classroom phone.
o Silence cell phones and limit use to only relay pertinent information to 911, (i.e., description/location
of active shooter/victim injuries).
o Do not respond to fire alarm unless actual signs of fire are observed. Doing so could compromise the
safety of those already secured.
o Document and attend to any injuries to the best of your ability.
o Take attendance and include additions and missing students’ last known location.
o Do not respond to Public Address (P.A.) system or other announcements.
o If an intruder enters the classroom, use WHATEVER means necessary to protect yourself and the
students. You must be prepared to fight for your life and use physical force or possibly deadly force
to stop the intruder.
o Potential tactics include:
 Moving about the room to lessen accuracy.
 Throwing items (books, computers, phones, etc.) to create confusion.
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Assaulting the shooter/intruder – use whatever objects you have in the classroom as a weapon
such as blunt force objects (fire extinguishers, chairs, etc.) to incapacitate the intruder – FIGHT!
 Tell students to get out anyway possible – RUN!
Staff/students participating in any outdoor activity upon the initiation of a lockdown should seek a safe
location away from the building. Call 911 and report your situation including location and number of
students.
Procedures should be in place to re-direct buses in the event of a lockdown.





LOCKDOWN WILL ONLY END WHEN YOU ARE PHYSICALLY RELEASED FROM YOUR ROOM OR
SECURED AREA BY LAW ENFORCEMENT.

6. Crime Scene Management
Purpose
This annex outlines procedures for securing and restricting access to the crime scene in order to preserve
evidence in cases of violent crimes on school property as required in 8 NYCRR Section 155.17 (e)(2)(viii).
Evidence is critical to the investigation and prosecution of criminal cases. Therefore, only trained
professionals should do the collection and preservation of evidence. Before those professionals arrive, it is
important that the crime scene remain as uncontaminated as possible. There are things that can be done by
people who arrive at the scene first to help protect the evidence. These procedures were developed around
the RESPOND acronym, which was designed to aid in remembering the steps to securing crime scenes and
evidence.

Actions
Respond
 Ensure your personal safety first, then if possible, formulate a plan and make mental notes.
Evaluate
 Evaluate the severity of the situation, call 911 if appropriate.
 Identify involved parties.
 Be aware of weapons, hazards, and potential evidence.
 Don’t touch anything unless absolutely necessary to preserve safety.
Secure
 Clear away uninvolved people.
 Establish a perimeter that prevents people from entering the potential crime scene.
Protect
 Safeguard the scene – limit and document any people entering the area.
 Don’t use phones or bathrooms within the crime scene area.
 Don’t eat, drink or smoke in the crime scene area.
Observe
 Write down your observations as soon as is safe to do so.
 Record detailed information – don’t rely on your memory.
 Notes will aid first responders upon arrival and could be utilized in court.
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Notify
 Call 911 if not already called or police are not on scene.
Document
 Take good notes - such as: time, date, people at scene, weather, doors open or closed, lights on or off
and the position of furniture.
 Be prepared to provide your notes and information to police.
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7. Communications
Purpose
This annex includes communication and coordination during emergencies and disasters (both internal
communication and communication with external stakeholders, required under 8 NYCRR Section 155.17 (e)(2)
(iv), as well as the communication of emergency protocols before an emergency and communication after an
emergency. Additionally, procedures shall be included for emergency notification of persons in a parental
relation (8 NYCRR Section 155.17 (e)(2)(i).
The School ERP must include policies and procedures governing school incident communications with law
enforcement and emergency responders, as well as with students, parents, staff, the school community and the
media. Templates for statements/press releases to the media, a detailed communications plan, including
standard procedures and protocols, should be developed and made available in advance of an incident.
Templates for statements/press releases, the communication plan and media contacts at the major television,
internet, and radio stations are maintained by Superintendent of Schools and located at the district office in both
hard copy and/or electronic copy.

Types of Communications
Communication between School and Emergency Responders
The school will contact and maintain communications with emergency responders during an incident. The
School Incident Commander will transfer command to the appropriate emergency responder who arrives on the
scene to assume management of the incident, including coordination of internal and external communications.
The Incident Commander will use the communication platform cell phones, radios, or other means described in
the School ERP to notify the principal/designee of the school’s status and needs. The school and emergency
responders will coordinate the release of information to ensure that information is consistent, accurate and timely.
Internal Communications
The school has identified a school spokesperson or public information officer (PIO) who will be responsible to
Superintendent of Schools:






Help create the policies and plans for communicating emergency information internally and to the public.
Follow the communications policies and procedures established by the school.
Help establish alternative means to provide information in the event of a failure of power, phone or other
lines of communication.
Develop materials for use in media briefings.
Act as the contact for emergency responders and assist in coordination of media communications.

Communication between School Officials and Staff Members
School personnel will be notified when an incident occurs and kept informed as additional information becomes
available. They will also be informed as plans for management of the incident evolve (keep staff informed to the
greatest degree possible). The following methods of communication may be utilized to disseminate information
internally when appropriate:
 Connect Ed. – Mass Telephone messaging system.
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Text-Messaging System/E-mail System: A text-messaging or e-mail system is available to provide those
who are registered to receive messages with updates during an incident.
 Mobile Device Applications.
 Morning Faculty Meeting: As appropriate, updated information about an incident will be presented at the
morning faculty meeting. Any new procedures for the day will also be reviewed at this time.
 End-of-Day Faculty Meeting: As appropriate, updated information and a review of the day’s events will
be presented at the end-of-day meeting. Staff will also have the opportunity to address any
misinformation or rumors.
Communication between School Officials and Students
Communication of emergency information between school officials will primarily take place through the school’s
public address system or face-to-face between faculty and students. Other methods of communication with
students may include the following:





Text-Messaging System/E-mail System: A text-messaging or e-mail system is available to provide those
who are registered to receive messages with updates during an incident.
Mobile Device Applications.
Connect Ed
Forum – bring all students together for clarification

External Communications
School officials must communicate with the larger school community on how incidents will be addressed on a
regular basis. However, once an incident does occur, parents, media and the community at large will require
clear and concise messages from the school about the incident. This will include what is being done and the
safety of the children and staff.
Communication with Parents






Before an incident occurs, the school will:
o Inform parents on how to access alerts and incident information.
o Inform parents that the school has developed an ERP, its purpose and its objectives. Detailed
response tactics should not be shared if they will impede the safe response to an incident.
o Information will be included in a written correspondence
o Be prepared with translation services for non-English-speaking families and students with limited
English proficiency.
In the event of an incident, the school will:
o Disseminate information via Connect Ed system and radio to inform parents about what is known to
have happened.
o Implement a plan to manage phone calls and parents who arrive at the school.
o Describe how the school and school district are handling the situation.
o Provide a phone number, web site address or recorded hotline where parents can receive updated
incident information.
o Inform parents and students when and where school will resume.
After an incident, school administrators will schedule and attend an open question- and-answer meeting
for parents/guardians as soon as possible.

32

PENN YAN CENTRAL SCHOOL DISTRICT EMERGENCY RESPONSE PLAN
FOR OFFICAL USE ONLY
NYS BLS ERP version1 – 2/2015
Communication with the Media
In the event of an incident, the School Incident Commander or the emergency responder Incident Commander
(in the event command has been transferred), will coordinate with the public information officer and/or participate
in a joint information effort to:


Establish a media site and reception area away from the school and any established Incident Command
Post, Evacuation site or Reunification site.
o Determine a media location for low impact events (such as a water main break) and high impact
events (such as an active shooter incident) when media interviews at the school would be deemed
impracticable due to the nature and severity of the incident.
o Low Impact events can be handled at the School District Central Offices or similar type facilities as
the number of media outlets and duration of media coverage can be expected to be low.
o High Impact events can be handled at a community center, park or other facility that is of appropriate
size to accommodate a large number of media outlets for an extended duration. DO NOT use
government facilities (fire stations, etc.) as this will interfere with government administration and
operations.

Pre-designated Media sites

LOW
IMPACT
HIGH
IMPACT





Alternate Location
Penn Yan Central School
District Office

Address and description
One School Drive, Penn Yan, NY

Yates County Building
Auditorium

417 Liberty St.
Penn Yan, NY

Provide regular updates to the media and school community.
Once Incident Command is transferred to emergency response authorities, so too will PIO functions be
transferred to the ICS PIO.
Provide only information that has been approved to be released by the Incident Commander in
charge of the scene.
Monitor the release of information and correct misinformation. Coordinate messages with the Incident
Commander or PIO.
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8. Medical and Mental Health Emergency Annexes
Purpose
This annex describes the courses of action that the school will implement to address emergency medical (e.g.
first aid) and mental health counseling issues. Schools should coordinate these efforts with appropriate
emergency medical services, law enforcement, fire department and emergency management representatives.
8 NYCRR Section 155.17 (e)(2)(vi) requires the coordination of the ERP with the statewide plan for disaster
mental health services. The details of how this coordination is accomplished should be documented within this
annex. Schools should consider contacting their county Director of Mental Health and Community Services for
information on services available for addressing mental health issues in an emergency.

Actions
Procedures for the following should be included:
 The nurse is notified of the medical or mental health emergency
 Nurse will notify counseling staff for mental health emergency
 Nurse will do medical screen; counseling staff will do a mental health screening.
 Instructions on where emergency medical supplies (e.g. first aid kits, AEDs) are located and who is
responsible for purchasing and maintaining these materials.
 Assessment of staff skills for responding to a medical emergency, such as first aid or CPR. Complete
the Post Incident Response Team table in Appendix C with appropriate staff.
 Procedures on sharing and reporting information about unusual situations, if warranted.
 Addressing the immediate, short, and long-term counseling needs of students, staff and families.
 Location where counseling and psychological first aid will be provided.
 A plan to have counselors available to assist students, if necessary.

34

PENN YAN CENTRAL SCHOOL DISTRICT EMERGENCY RESPONSE PLAN
FOR OFFICAL USE ONLY
NYS BLS ERP version1 – 2/2015

9. Accounting for All Persons
Purpose
This annex focuses on developing courses of action to account for the whereabouts and well-being of
students, staff, and visitors, and identifying those who may be missing.

Actions
A command post for attendance will be set up in the (Office or other location). Each of the building Secretaries
and attendance officers will monitor attendance.
If in a lockdown situation the secretaries in the building will call a predesignated list of classrooms.
If the building has been evacuated the building secretaries will be set up in an area to take attendance.
Secretaries will have both a hard copy of attendance and or access to the Student data system.
The Building level Safety Team should consider the following when reviewing current or developing new
policies and procedures. This is not an exhaustive list. Please add necessary actions appropriate for your
response. Procedures for the following should be included:




Taking attendance and reporting to the Incident Commander when class relocates inside the building or
an evacuation takes place.
Reporting to the Incident Commander when a student, staff member, or guest cannot be located.
Dismissal of students if they have been relocated in the building.
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10.

Reunification

Purpose
The Reunification Annex details a safe and secure means of reuniting parents/guardians with their children in
the event of an emergency.

Actions
Designate Reunification Site


Use the table below to designate Primary and Secondary Reunification sites.

Pre-designated Reunification Sites
Off Site Location

Address

Facility Contact Name
and Number

Penn Yan Methodist Church 166 Main Street, Penn Yan, NY
Capacity: 450+

Lisa Berna/ Jeff Childs
1st Number 536-6711
2nd Number 536-8415

St. Mike’s Church
Capacity: Church 400+
Fellowship Hall 210+

214 Keuka Street, Penn Yan, NY

Bonnie Basler
1st Number 536-7459
Bonnie Basler 719-1721

Emmanuel Baptist Church
Capacity: 250+

332 Main Street Penn Yan, NY

Andrea McGarvey/Ron
Woudenberg/Sherry Woudenberg
536- 8278

St. Mark’s Episcopal
Capacity:
Church 175 – 200
Parish Hall 100-150

179 Main St, Penn Yan, NY

Anneke Wheeler / Dan Burner
315-316-2812

Unification Procedure
When an all clear has been given for the building(s) the students may return to their respective schools.
The students will walk back to their building(s). If the building(s) is considered not to be safe and it is safe
for the students to use district transportation the students will be transported home after a message is sent
to parents and guardians.
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Procedures for the following should include:


















Transporting students following an evacuation to the reunification site(s) (See Evacuation Annex).
Notifying a contact person at the relocation site(s) to prepare for the arrival of students.
Designating a Reunification Coordinator.
Activating Annex(es) appropriate to respond to the situation.
Designating a holding area for arriving students and staff away from waiting family members.
Designating an adult report area for parents/guardians to sign-in and to check identification.
Establishing a student release area. Students will be escorted to meet their parent/guardian and sign out.
Establishing a mental health area and direct staff to escort parent/guardian of any injured, missing or
deceased student to the area for staff to provide notification in private and away from other parents. The
School Psychologist or other designee, will coordinate this activity with emergency response personnel.
Staging media area away from the reunification site and notify the PIO of the location.
Keeping evacuees on buses or in a holding area separate from parents until they can be signed out to
waiting parents/guardians.
Releasing students to authorized persons after checking proof of identity and signing a student release
form.
Instructing parents/guardians to leave the site to make room for others once they have signed out their
student.
Arriving faculty and staff will provide a list of evacuated students to the reunification site staff immediately
upon arrival.
Providing for the Special needs students who may be significantly impacted by the stress of the incident
and additional support staff may be required to support these students.
Following the instructions of the Reunification Coordinator or designated staff and/or assist in staffing the
site.
Maintaining current student and staff emergency information that details special needs, such as medical
or custody issues.
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11.

Continuity of Operations Plan (COOP) FLOOD

Purpose
This annex describes how the school and school district will help ensure that essential functions continue during
an emergency and its immediate aftermath. Essential functions include business services (payroll and
purchasing), communication (internal and external), computer and systems support, facilities maintenance,
safety and security, and continuity of teaching and learning.

Actions
Procedures for the following should include:







Selecting primary and secondary relocation sites that meet the needs of school.
Activating the COOP any time and sustaining it for up to 30 days.
Re-establishing essential functions, such as restoration of school operations, and maintaining the
safety and well-being of students and the learning environment.
Ensuring students receive applicable related services in the event of a prolonged closure.
Protecting vital documents and making them available at alternate sites.
Identifying personnel to assist in developing COOP and training them in activating COOP procedures

THREAT AND HAZARD SPECIFIC ANNEXES
The threat and hazard specific annexes provide unique procedures, roles, and responsibilities that apply to a
specific hazard. They often include provisions and applications for warning the public and disseminating
emergency public information.
Threat and hazard specific annexes do not repeat content, but build on information in the functional annexes
and basic plan. Repeating information is not advisable for the following reasons:





School staff and students should learn and exercise simple procedures that apply to all hazards.
The hazard specific annexes should present only hazard-unique information.
Repeating procedures increases the possibility that there will be inconsistencies in procedures that could
lead to confusion during an incident.
The plan becomes larger and more difficult for users to comprehend.

The school should customize threat and hazard specific protocols to fit their unique circumstances. Planning,
training, drills and table-top exercises conducted with local emergency and safety officials will assist in the
development of effective procedures and protocols. These activities will also help a school evaluate the
appropriateness of the procedures in the plan. They assist with modifications or updating as necessary to ensure
that the procedures are sufficient to provide a safe environment for students, staff and visitors.
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1. Active Shooter Threat
Purpose
The purpose of this annex is to ensure that there are procedures in place to protect students/staff and school
property in the event of an active shooter on school grounds or in the school building.

Scope
The annex outlines responsibilities and duties, as well as procedures for staff responding to an active shooter
on school grounds or in the school building.
An active shooter or armed assailant on school property involves one or more individuals acting with the intent
to cause physical harm and/or death to students and staff. Such intruders may possess a gun, a knife, a bomb
or other harmful device. An active shooter will result in law enforcement responding to the scene.
Once law enforcement arrives, it is critical to follow the instructions of and cooperate with law enforcement. The
school is a crime scene and will require a thorough search and processing.

Core Functions
In the event of an active shooter, schools will contact law enforcement agencies for their assistance. Practiced
procedures will be put into action to alert and protect students and staff.
Precautionary measures are outlined below to keep school personnel and students from undue exposure to
danger. Efforts should be made to remain calm, to avoid provoking aggression and to keep students safe.
Functional Annexes That May Be Activated
Functional annexes that may be activated in the event of an active shooter on campus may include the following:
 Lockdown
 Evacuation
 Accounting for All Persons
 Reunification
 Communications
 Medical Emergency

Activating the Emergency Response Plan
The first individual(s) to hear or witness shots fired or recognize the potential for an active shooter should activate
the ERP immediately, taking the necessary response actions to keep everyone safe. Notifications to the main
office and to 911 should be made if possible.
Appropriate announcements shall be made and the Incident Commander shall implement the procedures
specified in this annex.
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Incident Commander Actions









Determine what procedures should be activated depending on the location and nature of the shooter.
Issue instructions, e.g. lockdown or evacuation depending on the situation.
Notify law enforcement, provide location and description of the shooter if possible.
Notify schools buses to not enter the school grounds.
Activate Communications Annex.
Coordinate with emergency responders at the command post; provide site map and keys.
Be available to deal with the media and bystanders and keep site clear of visitors.
When it is safe to do so, implement Accounting for All Persons and Reunification Annexes.

Staff Actions







Use Extreme Caution
Implement the appropriate response procedure to keep students safe, including taking cover for
protection from bullets.
Make appropriate notifications, provide description and location of the shooter if possible.
When law enforcement arrives, ensure everyone puts items down, raises their hands and spreads their
fingers, keeps hands visible at all times, avoids making quick movements and avoids pointing, screaming
or yelling.
When safe to do so and instructed by the Incident Commander implement Accounting for All Persons
and Reunification Annexes.
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2. Bomb Threat
Purpose
The purpose of this annex is to ensure that there are procedures in place to protect students/staff and school
property in the event of a bomb threat.

Scope
The annex outlines responsibilities and duties, as well as procedures for staff responding to a bomb threat
against school buildings or grounds.
A bomb threat, even if later determined to be a hoax, is a criminal action. No bomb threat should be treated as
a hoax when it is first received. The decision whether or not to evacuate is dependent upon information received
in the threat, and how credible that information is.

Core Functions
In the event of a bomb threat, schools will contact law enforcement agencies for their assistance. Practiced
procedures will be put in to action to alert and protect students and staff.
Precautionary measures are outlined below to keep school personnel and students from undue exposure to
danger. Efforts should be made to remain calm to keep students and staff safe.
Functional Annexes That May Be Activated
Functional Annexes that may be activated in the event of a bomb threat on campus may include the following:
 Shelter-in-Place
 Evacuation
 Lockdown
 Accounting for All Persons
 Reunification
 Communications
Activating the Emergency Response Plan
Individual(s) receiving bomb threats should notify the Incident Commander as soon as possible.
Appropriate announcements shall be made and the incident Commander shall implement the procedures
specified in this annex.
Incident Commander Actions









Determine what procedures should be activated depending on the nature of the threat.
Issue instructions, e.g. shelter-in-place or evacuation depending on the situation.
Notify law enforcement, provide threat details.
Activate communications annex.
Coordinate with emergency responders at the command post; provide a site map and keys.
Be available to deal with the media and bystanders and keep site clear of visitors.
When it is safe to do so, implement Accounting for All Persons and Reunification Annexes.
Determine whether school will be closed or remain open.
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Staff Actions





Implement the appropriate response procedures to keep students safe.
Police may enlist the assistance of school staff who are familiar with the building and can recognize
objects that do not belong or are out of place.
Do not touch or handle any suspicious object, bag or container.
When safe to do so and instructed by the Incident Commander implement Accounting for All Persons
and Reunification Annexes.

Actions of Individual Receiving Bomb Threat





Immediately notify the Incident Commander
Keep handling of written threats to a minimum, it may be used as evidence in a criminal investigation and
may be processed for fingerprints or DNA.
A written threat on a wall, mirror, bathroom stall, etc. should not be removed until law enforcement
authorizes.
The NYSP Bomb Threat Instruction Card should be placed next to telephones that are most likely to
receive threats by phone.

3. Bus Accident
Purpose
The purpose of this annex is to ensure that there are procedures in place to protect students/staff and school
property in the event of a bus accident.

Scope
The annex outlines responsibilities and duties, as well as procedures for a bus accident

Core Functions
In the event of an accident/incident or mechanical failure in which a school bus is involved, the driver is required
to know and observe emergency procedures and should apply good common sense to the situation.
Activating the Emergency Response Plan
Any accident/incident shall be reported immediately to the Director of Transportation. The driver and the Director
of Transportation shall file reports in accordance with DOT, State and District policy. Appropriate accident
reporting shall be followed in consultation with the school nurse.
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Transportation Staff Actions






Do not move the bus from the place of the accident/incident; or, if needed, stop the bus as far as
possible out of the driving lane or on the shoulder of the road.
Remain at the scene.
Secure the accident/incident/breakdown scene. Use emergency triangles if necessary. Activate
four-way hazard lights. Place warning devices in accordance with DOT regulations.
Shut off the bus and leave the key in the ‘on position’ so that radio contact may be maintained.
Contact the Director of Transportation, if available or the Assistant Superintendent of Business
immediately.

Incident Commander Actions
1.
When the call comes in from the bus driver on the radio, the Director of Transportation or
designee will evaluate how serious it is. If there is minor damage to the school bus or other vehicles,
such as bumping a car in a parking lot and NO passengers are on the school bus, the Director/
designee will call the local police department.
2.
If there is driver injuries, or students, staff or volunteers on the school bus, the driver should
contact Emergency Management Services (911) immediately via phone (with immediate notification of
the Director/designee), or the Director/designee will call Emergency Management Services (911) if the
call comes in via radio. The driver or Director/designee shall set forth the following facts of the case to
the dispatcher, who will dispatch the appropriate emergency responders:









Identification by name and title of who is calling.
Indication that there has been an accident/incident involving a school bus.
Whether there appear to be any injuries.
The number and types of vehicles involved.
The number people involved.
Whether there is entrapment and how many.
The exact location of the accident.
The condition and position of the school bus.

3.
The Director/designee shall immediately contact the appropriate building administrator or
director and the Assistant Superintendent for Business, who will in turn contact the Superintendent of
Schools.
4.
The Superintendent (or designee) will contact the District Emergency Coordinator and School
Resource Officer.
5.
Passengers shall be kept in the bus unless it is unsafe to do so. If the location or the condition
of the bus is unsafe, passengers shall be moved to a safe location at least 100 ft. from the bus.
6.
The school bus driver shall remain in charge of students until emergency management services
personnel arrive at the scene and shall work with them.
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7.
Students are to be held by the school district until parents or legal guardians can be reached
and informed of the accident/incident. Students can only be released to their parent/legal guardian
after they have been checked out and released by medical personnel.
8.
The Director of Transportation or designee will go to the scene. Upon dispatch by the Director
of Transportation, the building administrator/director shall go to the accident/incident scene. The
Building Administrator will alert the school nurse (or designee) to go to the scene. The nurse (or
designee) will function as the parental contact for the school district if transportation to the hospital is
not needed.
9.
The Director of Transportation or designee may make arrangements for a substitute bus to go to
the scene and transport children either home or back to school, if appropriate.
10.
In the event that students, staff or volunteers are transported via emergency vehicle to the
hospital, the Assistant Superintendent for Business will ensure that an appropriate District
representative is informed and is present at the hospital.

4. Severe Weather
Purpose
The purpose of this annex is to ensure that there are procedures in place to protect students/staff and school
property in the event of severe weather.

Scope
In the event of a severe thunderstorm/lightning, all outdoor activities, including athletic practices and contests,
will cease and students and staff are to return to the buildings.
Tornadoes do occur in New York State and although most damage is caused by violent winds, most injuries and
deaths result from flying debris and glass.

Core Functions
1. Upon announcement of a WEATHER emergency, building occupants are to be moved out of gyms and
cafeterias and off the playing fields.
2. Students should be taken to areas of greatest safety (lowest level of building; interior area; clear of
windows and other glass).
3. If time allows, close windows, curtains and shades. Take attendance.
4. Students are not to be dismissed until warnings have been lifted.
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5. Earthquake
Purpose
The purpose of this annex is to ensure that there are procedures in place to protect students/staff and school
property in the event of an Earthquake.

Scope
Although the chance of an earthquake of serious magnitude occurring in this part of New York State is small,
immediate action is necessary, should one occur. Earthquakes do not give obvious warning before striking.
Earthquakes often occur as a series. Be prepared that the initial tremor may be followed by more tremors.
This type of disaster is usually area wide. Each principal must be prepared to take responsibility for disaster
management at the building level.

Core Functions
1. If inside building, stay there and if possible seek shelter under desks, staying clear of windows,
cabinets, shelving and electrical equipment.
2. Custodians and/or their designees shall ensure that all evacuation routes are clear and safe for passage
and shall report their findings to the Building Principal. Once safe passage is ensured, building
occupants are to be evacuated as soon as possible and are not to return to the building.
3. Structural damage or collapse may interrupt communications so that evacuation by fire alarm or
intercom may not be effective. All schools have bullhorns that should be readily available and kept
with fresh batteries.
4. If outside building, stay there. Stay clear of buildings, trees and power lines.
5. Take attendance to account for building occupants and report attendance to the Command Post.
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6. Natural Gas Leak
Purpose
The purpose of this annex is to ensure that there are procedures in place to protect students/staff and
school property in the event of an gas leak.
Scope
If gas is smelled: Do not spend inordinate amounts of time trying to locate the leak. Leave this to the
professionals. The chemical used in natural gas fatigues the human nose in a short time. NYSEG will use
chemical ‘sniffer’ equipment for this purpose.

Core Functions
NYSEG is to be called in ALL cases where there is a known or suspected gas leak. The Building Principal will be
notified immediately and will evacuate the building.
DO NOT use light switches, fire alarms, cell phones or intercom system. Use of runners may be needed to
evacuate the building.
Building safety plans will address notification of faculty and students through specific people designated as
runners, and zones in which they need to communicate information.
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APPENDICES
The appendices are included for the purpose of documenting vital information necessary for emergency
response. These tables should be completed with the requested information or a suitable replacement inserted
in their place. This information should be continually updated to avoid confusion and delay during emergency
response.
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Appendix A – Communications
Building – Administrative Staff

Name
Edward Foote
Karen Burcroft
Kelley Johnson
David Pullen
Warren Kinsey
Tobin Tansey

Title
Principal PYE
Assist. Principal PYE
Principal PYMS
Principal PYA
Assist Principal PYA
Assist Prin. / AD

Primary
Contact #
536-3346
536-3346
536-3366
536-4408
536-4408
536-4408
536-7748

Alternate
Contact #
585-506-8515
315.246.8300
315-521-8736
315-759-9549
315-759-9122
585-729-7233

Safety
Team
Member
Yes

CPR &
AED
Certified

Yes
Yes
Yes
Yes
Yes

Yes

Safety
Team
Member
No

CPR &
AED
Certified
No

No
No
No
No

No
No
No
No

Building - Faculty

Bldg.
PYE
PYE

Name

PYE
PYE
PYE

Rebecca Morse
Adina Collins

PYE
PYE
PYE
PYE
PYE
Math
PYMS
PYMS
PYMS
PYMS

Karen Fingar
Kara Gallagher

Karen Groet, Kyle
Nelson
Katie Bailey
Rick Smith
Rachel Knapton
Jen Smart
Jeannette Simpson
Kendra Reed

Lisa Garvey
Lisa Garvey
Pam Simmons
Melissa Lamphier

PYMS Melissa Bretts
Music Jennifer Chaffee
K-12
Jessica Kinsey,

Grade
Pre-K / K
1st
2nd
3rd
4th

Primary
Contact #
536-3346
536-3346
536-3346
536-3346
536-3346

Alternate
Contact #

5th
PE
Lib/Music / Art
Special Ed.

536-3346
536-3346
536-3346
536-3346
536-3346

No
No
No
No
No

No

6th
7th
8th
PE, Art, Music,
CTE, Library,
Reading
Special Ed.
Music/Art/
Library

536-3366
536-3366
536-3366
536-3366

No
No
No
No

No
No
No

536-3366
536-4408

No
No

Yes

CTE
Social Studies
Math

536-4408
536-4408
536-4408

No
No
No

No
No
No

ELA

536-4408

No

No

Yes

No
No
No

No

No

Aaron Mumby
PYA

PYA
PYA
PYA

Jon Giglio
Steve Willson

Minnie Groom
Betsy Oster
Brian Cobb
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PYA
PYA
PYA

John MacKerchar,
Kelley Montano

Melissa Armsden,
Judy Willing

PE

536-4408

No

Yes

Special Ed.
Science

536-4408
536-4408

No
No

Yes
No

Building – Support Staff

Bldg.
PYA

Safety
Team
Member
No

CPR &
AED
Certified
No

536-4408

No

No

536-4408
315.694.0813
536-3366
536-3366
536-3366
536-3366

No
No
No
No
No
No

No
No
No
Yes
No

Primary
Contact #
536-4408
536-4408
536-4408
536-4408
536-4408
536-4408
536-4408
536-4408
536-4408

Alternate
Contact #

PYA
PYA
PYA
PYA
PYA
PYA
PYA
PYA

Name
April Sutherland
Melissa Blauvelt
Deb Lent
Jane Nielsen
Deb McElwee
Scott Bluett
Tara Alegre
Sue Grattan
Rob Grattan

Title
Secretary
Secretary
Secretary
Secretary
Secretary
Guidance
Guidance
Guidance

PYA

Connie Covert

Social
Worker

PYA
PYMS
PYMS

Guidance

PYMS
PYMS
PYMS

John Donohue
Heather Creary
Joanne Canty
Theron Chin
Joelle Condella
Meghan Trombley

PYMS

Brian Hobart

Dean of
Students

536-3366

No

Yes

PYE
PYE
PYE
PYE

Gail Owen
Diane Fingar
Grace Volt
Heather Hulse

Secretary
Secretary
Secretary
Social
Worker

536-3346
536-3346
536-3346
536-3346

No
No
No
No

No

PYE
PYE

TBA
TBA

Psychologist 536-3346
Psychologist 536-3346

No
No
No

No
No
No

Dean of
Students

Phycologist

Guidance
Guidance
Secretary
Social
Worker
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District Contact Information

Name
Howard Dennis
Cathy Milliman
Greg Baker

Primary
Alternate
Contact #
Contact #
315.277.0318 315.536.3373
585.737.6407

Title
Superintendent
Asst. Superintendent
Asst. Superintendent

585-705-5511

Safety
Team
Member
No
Yes
No

Transportation Contact Information

Name
David Mulberger

Safety
Primary
Alternate
Team
Contact #
Contact #
Member
315.536.2622 315.521.5953 Yes

Title
Transportation Director

External Contact Numbers (Non-Emergency)

Name
State Police
Sheriff
Police

Title

Scott Reinard

Fire Department
State Education
Department
BOCES District
Superintendent
Yates County EMS

Yates County EMS
Coordinator

Ron Spike
Thomas
Dunham
Bill LaRock

Scott
Bischoping
Brian Winslow

Chris Warriner

Primary
Contact #
607.243.5773
315.536.4438
315.536.4426

Safety
Team
Member
No
No
315.277.0044 No
Alternate
Contact #

315.277.0223

No

N/A

No

315.536.3000
(c)
315.694.1468
315.536.3000

No

Yes

Appendix B – Incident Command System (ICS)
COMMAND STAFF
Incident Commander PYCSD Office
Name
Primary
Howard Dennis
Alternate
Cathy Milliman
Alternate
Greg Baker

Title
Superintendent
Asst. Superintendent
Asst. Superintendent
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Incident Commander PYA
Primary
Alternate
Alternate

Name
David Pullen
Warren Kinsey
Tobin Tansey

Title
Principal
Asst. Principal
Asst. Principal/ AD

Phone number
315.759.9549
315.759.9122
585.729.7233

Name
Kelley Johnson
Brian Hobart

Title
Principal
Dean of Students

Phone number
315.521.8736
315.719.1770

Name
Edward Foote
Karen Burcroft

Title
Principal
Asst. Principal

Phone number
585.506.8575
315.246.8300

Name
Ann Paige

Title
PYCSD Safety
Officer
PYA AP

Phone number
315-398-1686

Incident Commander PYMS
Primary
Alternate
Alternate
Incident Commander PYE
Primary
Alternate
Alternate
Safety Officer
Primary
Alternate
Alternate

Warren Kinsey

315-759-9122

Liaison Officer
Primary
Alternate
Alternate

Name
Howard Dennis
Cathy Milliman
Building Principals

Title
Superintendent
Asst. Superintendent

Phone number
315.277.0318
585.737.6407

Name
Howard Dennis
Cathy Milliman

Title
Superintendent
Asst. Superintendent

Phone number
315.277.0318
585.737.6407

Public Information Officer
Primary
Alternate
Alternate

COMMAND POSTS
Interior
Exterior

Primary
Building Principals
Asst. Principals

Alternate

Alternate

***All these positions will be in place until the arrival of emergency personnel. Emergency personnel may take
over if it is deemed appropriate***
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Appendix C – Emergency Response Teams
8 NYCRR Section 155.17 (e)(2)(ii) – requires the designation of an emergency response team, other appropriate
response teams, and a post-incident response team. The following tables are provided for the documentation
of those teams your schools ERT and PRT, please add additional tables if other response teams are utilized.
Emergency Response Team
Name
PYE, Edward Foote
PYE, Karen Burcroft
PYE, Heather Hulse
PYE, Nancy Jameson
PYE, Shana Toner
PYE, Kristen Bray
PYE Sue Pallar
PYMS, Kelley Johnson
PYMS, Brian Hobart
PYMS, Meghan Trombley
PYMS, Theron Chin
PYMS, Joanne Canty
PYMS, Heather Creary
PYMS, Marita Scouten
PYA, David Pullen
PYA, Warren Kinsey
PYA, Tobin Tansey

Title
Principal
Asst. Principal
Soc. Worker
Phycologist
Phycologist
Nurse
Nurse
Principal
Dean of Students
Soc. Worker
Guidance
Guidance
Phycologist
Nurse
Principal
Asst. Principal
Asst.
Principal/Athletic Dir.
PYA, Connie Covert
Soc. Worker
**PYA, Ann Paige
Safety Coordinator
**PYA, Jeff Stewart
School Resource
Officer
PYA, Rob Grattan
Dean of Students
PYA, Sue Grattan
Guidance
PYA, Tara Alegre
Guidance
PYA, Scott Bluett
Guidance
PYA, John Donahue
Guidance
PYA, Lori Spencer
Nurse
**Howard Dennis
Superintendent of
Schools
**Cathy Milliman
Asst. Superintendent
**Greg Baker
Asst. Superintendent
** Dave Mulberger
Director of
Transportation
** Is part of every building’s Team
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Primary Contact #
585.506.8575
315.246.8300
315-521-2444
315-536-9105
585-322-5307
315.694.0069
315.521.6854
315.521.8736
315.719.1770
585-721-5192
585-905-8280
315.521.4531
315.694.0813
607.725.1785
315-759-9549
315-759-9122
315-277-0320
315-246-0441
315-398-1686
315.290.2191
315-277-0319
315-694-1070
315-729-0924
607-569-9340
585-203-4362
315.719.2035
315-277-0318
585-737-6407
585-705-5511
315-521-5953

Alternate Contact #
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Post Incident Response Team
Name
PYE, Edward Foote
PYE, Karen Burcroft
**PYA, Jeff Stewart
PYE, Shawn Speidel
PYE, Mary-Lynn McHugh
PYE, Kristen Bray
PYE, Sue Pallar
PYMS, Kelley Johnson
PYMS, Brian Hobart
PYMS, Meghan Trombley
PYMS, Theron Chin
PYMS, Joanne Canty
PYMS, Heather Creary
PYMS, Marita Scouten
PYA, David Pullen
PYA, Warren Kinsey
PYA, Tobin Tansey
PYA, Connie Covert
**PYA, Ann Paige

**PYMS, Jeff Stewart
PYA, Rob Grattan
PYA, Sue Grattan
PYA, Tara Alegre
PYA, Scott Bluett
PYA, John Donahue
PYA, Lori Spencer
**Howard Dennis
**Cathy Milliman
**Greg Baker
** Dave Mulberger

Title
Principal
Asst. Principal
School Resource
Officer
Phycologist
Phycologist
Nurse
Nurse
Principal
Dean of Students
Soc. Worker
Guidance
Guidance
Phycologist
Nurse
Principal
Asst. Principal
Asst.
Principal/Athletic Dir.
Soc. Worker
Safety Coordinator

Primary Contact #
585.506.8575
315.246.8300
315.290.2191

Dean of Students
Guidance
Guidance
Guidance
Guidance
Nurse
Superintendent
of
Schools
Asst. Superintendent
Asst. Superintendent
Director of
Transportation

315-277-0319
315-694-1070
315-729-0924
607-569-9340
585-203-4362
315.719.2035
315-277-0318

School Resource
Officer

** Is part of every building’s Post Team
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New Hire
New Hire
315.694.0069
315.521.6854
315.521.8736
315.719.1770
585-721-5192
585-905-8280
315-5214531
315.694.0813
607.725.1785
315-759-9549
315-759-9122
315-277-0320
315-246-0441
315-398-1686

315.290.2191

585-737-6407
585-705-5511
315-521-5953

Alternate Contact #
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Appendix D - Memoranda of Understanding (MOU)

INSERT MEMORANDA of UNDERSTANDING HERE
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Appendix E - Master Class Schedule

INSERT MASTER CLASS SCHEDULE HERE
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Appendix F – Building/Grounds/Local Road Maps
8 NYCRR 155.17 (e)(2)(iii) Procedures for assuring that crisis response, fire and law enforcement officials
have access to floor plans, blueprints, schematics or other maps of the school interior, school grounds and
road maps of the immediate surrounding area.
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INSERT SCHOOL FLOOR PLANS, MAP OF GROUNDS, AND MAP OF SURROUNDING ROADWAYS HERE

Floor plans should include the following recommendations:











All labels typed
Include school name and address
Include a key to define any symbols used
Include a compass indicating North
Each floor should be a separate page
Building entrances labeled (including service entrances)
Windows and interior doors graphically shown
Rooms labeled with room number
Common areas and administrative offices labeled by use
Location of water, gas and electrical shutoffs clearly noted

Map/Image of grounds should include the following recommendations:





All labels typed
An overview of campus with all buildings labeled
Include a key to define any symbols used
Include a compass indicating North

Map/Image of surrounding areas should include the following recommendations:





Labeled streets
Labeled buildings
Include key to define any symbols used
Include a compass indicating North
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Appendix G – Student/Staff/Guest with Special Needs

Student/Staff/Guest
Room #

# With Special Needs Description of needs
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Penn Yan Central School District
Athletic Handbook
2018-2019

Dear Athlete and the Parents/Guardians of the Athletes:
The Penn Yan Central School District recognizes the importance of the interscholastic athletic
experience in the total development of the student. We believe our interscholastic programs provide
unique experiences where the student/athlete can develop: Good Character, Self-Discipline,
Leadership, Teamwork, Sportsmanship, Goal Setting and Social Skills.
Mission Statement
The mission of the Penn Yan Central School District's Interscholastic Athletic Department is to
promote excellence in athletics as an integral part of our educational mission, creating a positive,
balanced, atmosphere of sportsmanship, character, respect, discipline, perseverance, team spirit
and fun for students, coaches, parents and our community.
Member of the New York State Public High School Athletic Association

Program Philosophy
The athletic program is an integral part of the overall educational program in the Penn Yan Central
School District. The program promotes a desire in our student body and community to take an active
part in our sports program either as participants or spectators.
The aim of the Penn Yan Athletic Program is to develop highly competitive student/athletes, but not
to lose sight of educational values such as Good Character, Respect, Self-Discipline, Leadership,
Teamwork, Sportsmanship, Goal Setting and Social Skills. It is the nature of athletic competition to
strive for victory, but the number of victories is only one criterion when determining the success of a
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season. Guiding the team and each individual to attain their maximum potential is the ultimate goal.
Individual skills, team strategies and participation time also vary with the level of competition.
“Athletic participation is a privilege that carries with it, responsibilities to the school, to the
team, the student body, to the community and to the student/athlete.”
Sports Offerings
BOYS

GIRLS

Modified

Fall
Cross Country
Football
Golf
Soccer
Fall
Cheerleading
Cross Country
Soccer
Tennis
Volleyball
Fall

Winter
Basketball
Bowling
Wrestling
Winter
Basketball
Bowling
Cheerleading

Spring
Baseball
Lacrosse
Tennis
Track & Field
Spring
Lacrosse
Softball
Track & Field

Winter

Spring

Cheerleading

Cheerleading

Baseball

Boys Cross Country Boys Basketball
Girls Cross Country Girls Basketball
Football
Wrestling
Boys Soccer
Girls Soccer
Girls Tennis
Girls Volleyball

Softball
Boys Lacrosse
Girls Lacrosse
Boys Tennis
Boys Track
Girls Track

NYS Rules for Interscholastic Athletic Eligibility
A student/athlete is eligible, under New York State Rules, if you meet the following requirement:
1. If you are a bona fide student of the high school grades 9, 10, 11 or 12 and are taking at least
four (4) subjects including Physical Education and in regular attendance. You are eligible to
compete.
2. If you are in between your 14th and 19th birthday. If the age of 19 is reached on or after July
1st. You are eligible to compete for the remainder of that school year.
3. For eight (8) consecutive semesters beginning with the semester in which you entered the
ninth grade.
4. You may only compete in four seasons in one sport.
5. If you have the signed parent consent, medical examination and approval from the School
Doctor prior to any interscholastic scrimmage or game.
6. If you enrolled the first 15 days of the semester or in two weeks after transferring from
another school.
7. If you have not played or practiced with a College Team.
8. If you are an amateur having never used your athletic skills for gain, and if you have never
competed under an assumed name.
9. If you are familiar with the rules of the game and the standards of sportsmanship.
2

NOTE: You are also eligible if you meet the standards or the Athletic Placement Process. A 7th or
8th grade student that meets the Athletic Placement Process and meets all the school’s eligibility
standards may participate on a JV or Varsity team.
Levels of Participation
Modified
The Modified level is designed for students in grades 7 & 8 or 7, 8 & 9. This level of competition
gives students their first opportunity to participate in our district’s athletic program and prepares
them as student/athletes by emphasizing personal enjoyment, sportsmanship and healthy
competition, the fundamentals of team play and responsibilities of being on a team, development
of individual athletic skills, learning of game rules, and physical conditioning.
The modified level prepares student/athletes for the JV level and beyond. All Modified Athletes
will receive game opportunities but game time will not be expected to be equal. However,
playing time is influenced by skill level, motivation and attitude, and is the discretion of the
coach.
At this developmental level the focus is on the social and emotional growth of each
student/athlete, providing age-appropriate physical demands, and maximizing participation and
individual playing time under modified rules specific to this level. At the modified level
exclusion of students from our athletic program is not our preferred policy. However, if the
number of students trying out for a team(s) creates a situation that is difficult to manage, poses
safety issues, or is problematic because of facility considerations, reducing team roster size by
“cutting” may be necessary.
Junior Varsity
The Junior Varsity level is designed for student/athletes in grades 9 and 10, but student/athletes
in grades 7 and 8 who are recommended for and pass Athletic Placement Process are also
eligible. At this level of competition emphasis continues to be placed on personal enjoyment,
sportsmanship and healthy competition. Individual athletic skill and ability are further refined,
game strategies become more advanced and physical conditioning increased. These components
in combination with attitude, motivation and team play factor into making the team when cuts are
made.
This program prepares the student/athletes for the Varsity level by continuing their physical,
social-emotional and mental development in a competitive environment while helping them
develop a clearer understanding of what it means to compete, as well as the important and
different role each individual plays in the success of a team. Though winning is a more focused
goal, finding opportunities for individual student/athletes to play during the season is an
expectation; however playing time is influenced by skill level, motivation and attitude, and
is the discretion of the coach.
Varsity
The varsity coach is the leader of that sport’s program and determines the system of instruction
and strategy for that program. The communication among the modified, junior varsity, and
varsity programs is the responsibility of the varsity coach. Preparing to win, striving for victory
in each contest, and working to reach the group’s and individuals’ maximum potential are worthy
goals of a varsity-level team.
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At the varsity level, the emphasis is on putting forth the best team with the goal of achieving a
certain level of success. It is important to note that not all team players will play in contests.
Varsity competition is the culmination of each sport’s program. Squad size at the varsity level is
limited. The number of participants on any given team is a function of those needed to conduct
an effective and meaningful practice and to competitively play the contest. While contest
participation over the course of a season is desirable, a specified amount of playing time at the
varsity level is never guaranteed. A sound attitude and advanced level of skill (both determined
by the coach) are prerequisites for a position on a varsity team, as is the realization that a varsity
sport requires a significant time commitment. This commitment is often extended into vacation
periods for all sports seasons.
The Varsity level is designed for student/athletes in grades 9, 10, 11 and 12, but students in
grades 7 and 8 are eligible, who are recommended for and pass Athletic Placement Process. This
level of competition is the culmination of our district’s athletic program and along with
continued individual physical, social-emotional and mental development, the goal is to prepare to
win and to strive for victory in every contest while continuing to emphasize personal enjoyment,
team play, sportsmanship and healthy competition.
In this program a sound attitude, strong motivation, an advanced level of skill and knowledge of
game strategy, and good physical conditioning are determinants for making the team and for
earning playing time. While at the Varsity level we strive to help student/athletes understand
their individual role and importance to the team’s success. However, playing time is
influenced by skill level, motivation and attitude, and is the discretion of the coach.
Communication Guidelines
Communication Process:
If a student/athlete and/or parents/guardians have any concerns and/or questions during the sport
season, the initial steps in resolving the issue and/or concern should follow the Communication
Process. It is important that both parties involved have a clear understanding of the other’s position.
When such a conference is necessary or desired, the following procedure should be followed to help
promote a resolution to the issue of concern.
Communication You Should Expect From Your Child’s Coach
Throughout the season, the coaches are expected to communicate with student/athletes about the
continuous improvement of skills and knowledge of the game of the student/athlete.
1.
2.
3.
4.
5.

Philosophy of the coach and program.
Expectations the coach has for your child, as well as the entire team.
Locations and times of all practices and contests.
Team requirements, i.e. special equipment, off-season expectations, etc.
Procedure should your child be injured during participation.

The Communication Process is an opportunity for the student /athlete to be an “ADVOCATE” for
himself or herself. The student/athlete should be able to discuss matters that involve the athletic
program they are involved in. It is the responsibility of each coach to develop the social and
communication skills of their players so they can approach teammates and coaches with confidence.
Step 1: The student/athlete should discuss the concern with the coach.
Step 2: The student/athlete and parent shall discuss any concern with the coach.
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Playing Time will not be discussed at this meeting.
Step 3: If the coach, student/athlete and/or parent/guardian are unable to resolve the
situation, the concern shall be brought to the attention of the Athletic Director.
The Athletic Director will schedule a meeting with all parties.
Step 4: If the Athletic Director is unable to resolve the situation, the concern shall be
brought to the attention of the Building Principal. The Principal will
schedule a meeting with all parties.
Step 5: If the Building Principal is unable to resolve the situation, the concern shall be
brought to the attention of the Superintendent of Schools. The Superintendent
will schedule a meeting with all parties.
Appropriate Concerns to Discuss with Coaches
1. Ways to help your child improve in their sport.
2. Practice times: schedule and location
3. Game schedule and/or changes in schedule
4. Family Vacations that will occur during the season – prior to start of season
5. Concerns about your child's physical health, academics, college and/or behavior.
It is very difficult to accept your child's not playing as much as you may hope. Coaches are
professionals and they make judgment decisions based on what they believe to be the best for
all students involved. As you have seen from the list above, certain things can and should be
discussed with your child's coach. Other things must be left to the discretion of the coach.
Issues not Appropriate to Discuss with Coaches
1. Playing Time – This is not negotiable
2. Positions on the Team
3. Team Strategy
4. Play Calling
5. Other student/athletes, concerning participation
6. Athlete, parent and or guardian should not be texting or emailing the coach and/or
Athletic Director with concerns. All concerns shall be set-up as a meeting for
discussion. Coaches and/or Athletic Director will not respond to complaints via
electronic communication.
24 Hour Rule
Do not attempt to meet with a coach immediately before, during or after a contest or practice. These
can be emotional times for the Athlete(s), Parent(s)/Guardian(s) and the Coach. Meetings of this
nature do not promote resolution. Wait 24 hours after the event/incident or occurrence to allow time
for emotions to calm. One needs to follow the Communication Process and request a formal meeting
with the coach (first) to discuss concerns. Do not call coaches at home, nor should they be
interrupted during their instructional or work day, unless it is an emergency. If you are unable to
contact the coach, leave a message at the school/work and the coach will return your phone call as
soon as possible.
All parties agree that if the student/athlete, parent and/or coach fail to abide by the aforementioned
rules and guidelines, the student/athlete, parent and/or coach will be subject to disciplinary action
that could include, but is not limited to the following:
1. Verbal warning by Administration.
2. Written Warning by Administration and Completion of NFHS Course.
a. Website: www.NFHSlearn.com/courses
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b. Positive Sport Parenting (Free Course)
c. Engaging Effectively with Parents (Free Course)
3. Student/Athlete, Parent and/or Coach (may be) suspended from game(s), season and or an
entire school/calendar year with written documentation of incident kept on file.
4. Law enforcement may be involved in certain cases.
5. All documentation will be kept on file at the Athletic Office.
Try-outs Policy Philosophy
Though exclusion of students from athletic participation is not preferred policy, unfortunately there
are times a student may face a situation where he/she does not make a team. Team selection will be
determined by a pre-identified process and timeline. This process will involve review by multiple
coaches and the criteria will evaluate athletic skill, sport specific skill, knowledge of the sport,
teamwork and academic standing. When a student/athlete is not selected, the coach will meet with
them individually to explain why he/she did not make the team. It is understood that this is a very
difficult time for students, families and coaches, but communication is critically important to the
learning process.
When lowering the numbers on teams becomes a necessity, a coach will provide the
following opportunities for each player:
 Be prepared to speak to parents about the selection. Have criteria & process clearly
defined
 Lists or rosters of team membership will not be posted. Each coach will meet with
each individual candidate individually to discuss strengths, weaknesses, and squad
membership or reason for non-membership.
 If the team does not have a tryout. The coach will still use some form of evaluation
process to determine the placement of the student/athlete on the team.
 Suggest Alternatives: Coach will discuss options or alternatives for those individuals
who do not make the team. Such alternatives could include participation with
another program or manager position on the team.
Athletic Placement Procedure
The New York State Education Department has developed a new process for screening seventh and
eighth grade student/athletes to determine their readiness to safely tryout for and possibly compete on
a Junior Varsity or Varsity team. Criteria are established by the State and must be met to be eligible
for a team tryout. The “APP” must be completed prior to proceeding to the next step. If the
student/athlete is not able to complete a step, the “APP” will stop at that point and will not be able to
compete at either JV or Varsity level.
The Athletic Placement Procedure & criteria:
1. Coach meets with Athletic Director on potential candidates.
2. Coach meets with parent/guardian to get written parental approval to potentially move up
their son or daughter.
3. Athletic Director meets with Middle School Personnel to review the student/athlete’s
academics, discipline record and attendance record.
4. Medical Clearance (Tanner Scale and Growth Charts) by the District’s School Physician.
5. Sports Skill Evaluation must be completed by the Coach to determine if the individual will
move up.
6. Completion and Passing of the Physical Fitness Test (Must pass 4 of 5 skills for the required
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sport to be considered).
7. Try Outs by the Coach to determine at what level the individual will compete at.
Athletic Trainer & Training Room
Penn Yan Academy has an Athletic Trainer on site to evaluate and treat student/athlete injuries as
they may occur. The Athletic Trainer provides medical assistance or treatment for athletic contests
and practices, but is limited to being at one place at any one time. In case of injury, the Athletic
trainer will evaluate and recommend care of the injury to the parent/guardian. If a visit to the
hospital or physician is necessary, a written medical note releasing the student/athlete from treatment
or permitting them to return to participation is mandatory. Student/Athletes may report to the
Athletic Trainer after school. The hours may vary depending on contests on any given day.
Expectations and Protocol for Student/Athletes
Requirements for Participation:
Physical Requirements: All athletes who wish to participate in the Athletic Program must have a
current physical prior to the start of a sports season. Student/Athletes must have a physical within
the past 12 calendar months to participate in any sport. Prior to each season a physical recertification
form (Health History Update) must be completed and returned to the school nurse.
Acceptable Attendance and Behavior: All student/athletes who wish to participate in the Athletic
Program must be in good standing and have acceptable attendance and behavior.
Satisfactory Academic Achievement: In order to be eligible to participate in the Athletic Program,
a student/athlete must have achieved, and maintain, satisfactory academic achievement.
1. Class Attendance – Every student/athlete must attend classes regularly and on time.
Student/athletes will be governed by any and all policies regarding medical and academic
eligibility that are in place in the district as approved by the Board of Education.
2. Absences and suspensions – All student/athletes must be in regular attendance by 7:35 a.m. @
PYA & 7:30 a.m. @ PYMS on the day of practice or contest unless excused for good cause, the
sole discretion of the administration. If the student/athlete is illegally absent from school,
he/she will not be able to participate in practice or games for that day. If a student is in InSchool Suspension or Out-of-School Suspension, he/she will not participate in that day’s practice
and/or contest.
3. Team Practices and Games – All team members are expected to attend all practices and games
unless excused by the coach. To be excused, the student/athlete must be in direct contact with the
coach prior to the practice or game from which the athlete wishes to be excused. Team members
will not be excused from athletic contests or practices for work-related reasons. Parents and
student/athletes are required not to schedule non-emergency appointments during practice and
game time. Unexcused absences will result in disciplinary action by the coach.
4. Vacations – Vacations by athletic team members during a sport season are discouraged. Parents
and student/athletes wishing to go away during a particular season may want to defer
participation so as not to create conflicts. In the event that a family vacation is unavoidable the
student/athlete must contact the coach at the beginning of the season. When parents and students
choose to take family vacations during the season, it must be understood that the time missed by
the student/athlete may affect team chemistry, personal conditioning, or activity readiness. To be
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fair to all members of the team, student/athletes who miss practices or competitions for any
reason may see adjustments in positions and/or playing time. The coach may determine that those
student/athletes who were present for the practices/competitions are better conditioned and
prepared for participation in competitive athletics.
5. Squad Morale – Any student/athlete whose attitude, in the opinion of the coach and the Athletic
Director, has an adverse effect on the squad morale may be dismissed from the team.
6. Dismissal After Athletic Contests – Each team members is expected to stay until the end of the
contest. Dismissal will be made by the coach.
7. Transportation – Buses are provided for all away contests. Student/athletes are expected to ride
the buses to and from away contests unless there is an extenuating circumstance. In that case,
alternate means of transportation must be requested in writing and approved by their coach
and/or Athletic Director.
8. Care of Equipment – All student/athletes are responsible for equipment issued to them and will
be subject to replacement costs of any equipment that has been assigned to them and lost or
damaged. All student/athletes are responsible for equipment issued to them and will be subject
to replacement costs of any equipment that has been assigned to them and lost or damaged.
9. Dropping a Sport or Transferring to Another Sport – If a student/athlete wishes to drop or
change to another sport. The following procedure must be followed:
•
The student/athlete must talk with their immediate coach,
•
The student/athlete must talk with the Athletic Director
•
The student/athlete must return all issued equipment.
10. Conflicts in School Activities – An individual student who attempts to participate in several
school activities will be in a position of a conflict of obligations.

The Athletic Department recognizes that each student should have the opportunity for
a broad range of experiences in the area of school activities and will attempt to schedule
events in a manner that minimize conflicts.

The student/athlete has a responsibility to do everything they can avoid conflicts.
This would include being cautious about belonging to too many activities which
conflicts. It also means notifying the coach and advisor involved immediately when a
conflict does arise.

When a conflict arises with a scheduled practice and school activity, the
student/athlete(s) will notify the coach as soon as possible. The coach with the help of
the Athletic Director will attempt to adjust practice times to resolve the conflict.

When a conflict between a game and school activity does arise, the coach/advisor will
attempt to work out a solution so the student/athlete does not feel caught in the middle.
If a solution cannot be found, the parent will assist the student/athlete in making a final
decision based on the following:

The relative importance of each event.

The importance of each event to the student.

The relative contribution the student can make.

How long each event has been scheduled.

Once the decision has been made and the student/athlete has followed that decision,
he/she will not be penalized in any way by either coach/advisor. If a student/athlete
cannot fulfill the obligations of a sport or school activity, he/she should withdraw from
one or the other.
11. Out of Season Sports Involvement – Participation in off-season training, weight room, clinics,
camps, leagues and/or other related sports activities is encouraged, but strictly up to the
discretion of the student /athlete and his/her parents. Although likely to improve one’s
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knowledge and skill, it is the individual’s decision whether or not they wish to participate. (This
must be non-mandatory)
12. Social Media Policy – Social Media refers to internet-based applications designed to create
and share user generated content. Any form of digital magazines, internet forums, web-blogs,
podcasts, photographs, video, rating and social bookmarking found on websites or
applications, such as Twitter, Facebook, Instagram, or etc. that is open to public viewing is
considered to be social media. This rapidly changing network as we moving through the 21st
Century, and many more not mentioned will arise, which are also included in the Athletic
Code of Conduct. Violations of this policy are subject to investigation and sanctions outlined
in the Code of Ethics of the New York State Public High School Athletic Association
(N.Y.S.P.H.S.A.A.) (as stated in the NYS Students' Eligibility Booklet) and Penn Yan
Central School District Student Code of Conduct and Penn Yan Athletic Code of Conduct
Handbook are also subject to review by law enforcement. Any and all disciplinary measures
may apply depending on the severity of the infractions.
Definitions:
 Social Media: Includes all methods of interaction online in all forms of user generated
and distributed content, including but not limited to, e-mails, blogs, social networking
sites (including but not limited to, Facebook, Twitter, Instagram, Pinterest, Snapchat,
YouTube, LinkedIn), and wikis.
 Professional Use: Refers to using social media to advance a program or function of the
Penn Yan School District as part of a student’s education.
 Personal Use: Refers to students using social media to advance themselves personally,
although this may include some work-related activities such as networking or promoting
a Penn Yan program or service.
Penn Yan student/athletes are expected to conduct themselves in a respectable manner as a
member of their teams and our Athletic Program. As a student/athlete you are responsible for
your social media use. Any malicious use of social media platforms shall not be tolerated.
Malicious use may include, but not be limited to:




Derogatory language or remarks regarding fellow athletes, student, coaches,
administrators, faculty, staff of Penn Yan CSD or other School Districts.
Demeaning statements or threats that endanger the safety of another person.
Incriminating photos or statements regarding illegal criminal behavior, underage
drinking, use of illegal drugs, sexual harassment or violence.

As a student/athlete I have reviewed and carefully read, with my parent(s) / legal guardians, the
Social Media Policy and agree to abide to all provisions contained within. Furthermore, I
understand that a violation of said rules may result in loss of athletic privileges and/or suspension
from participation.
Possible Levels of Suspension based on level of the violation:
 Warning
 Suspension from all athletic contests for a period of not less than 2 games of the athletes
current season, including post season games.
 Suspension for the remainder of the sports season.
 Suspension for the remainder of the school year from all athletic events
9

Athletic Code of Conduct
2018-2019
The Penn Yan Central School District believes that participation in the Athletic program is a
privilege and honor, which carries responsibilities. When a student/athlete accepts the privilege,
he/she must live up to the athletic code of conduct beyond that of the general student body on and off
school property during the 2018-2019 Academic School year. The student/athlete should
remember that participation in the Penn Yan Athletic Program is a privilege, not a right, which is
earned by proper expected behaviors.
In addition to the Penn Yan Athletic Code of Conduct, we emphasize and follow the Code of Ethics
of the New York State Public High School Athletic Association (N.Y.S.P.H.S.A.A.) (as stated in the
NYS Students' Eligibility Booklet) and Penn Yan Central School District Student Code of Conduct.
As a pre-requisite for participation, student/athletes and parents/guardians must sign a statement that
commits the athlete to follow the established training rules and requires parent/guardians to do
everything in their power to make sure their child abides by the established Athletic Code of
Conduct.
 Student/athletes will be required to sign a training rule contract annually regardless if
they signed one in the previous year. Records will be maintained in the Athletic Office.
 Student/athletes who intends to play only one sport is still under training rules guidelines
throughout the school year, even if that student does not have a signed training rules
agreement on file.
 At the beginning of the school year, at a required meeting of student/athletes,
parent/guardians and coaches the Athletic Director will review the Athletic Code of
Conduct.
The Athletic Code of Conduct is applicable during the entire school year from the start of the fall
season (8/13/18) until graduation (6/28/19). Any penalty will be administered during the school
year.

RULES and REGULATIONS
The Penn Yan Central School District is concerned with the good citizenship, sportsmanship and
health habits of the athletes of this community. Athletes perform their best when they follow
intelligent training rules, which prohibit the use, sale, consumption, possession, exchange, or being
under the influence of alcoholic beverages, illegal drugs, tobacco products, look-a-like drugs,
synthetic drugs and/or over the counter/prescription drugs. The following is a list of training rules
and regulations, which govern the eligibility of our athletes. They are to be read, understood and
signed by the athlete and his or her parents.
GENERAL RULES and REGULATIONS
Rules and Regulations for Good Citizenship and Sportsmanship
As a school and community we have established guidelines and rules to govern our behavior and
actions. No set of rules can include every possible infraction, hence the need for good judgment on
the part of all members of the school community, including students, teachers, coaches,
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administrators and parents. Nor will the consequences fit every situation. The Coach, Athletic
Director and the Building Administrator reserve the right to use their good judgment to modify these
guidelines and consequences when appropriate.
1. The student/athlete will follow all rules that are established in the PYCSD Code of Conduct,
the Student Handbook and the Athletic Code of Conduct.
2. The athlete will follow all rules that are established by the particular sport/coach that they are
participating in. The student/athlete may be asked to sign an additional contract per team.
The Team Rules will be presented to each athlete and Athletic Director prior to the start of
the season.
3. Any student/athlete who fails to respect the authority of coaches or officials or is found in
violation of written code of conduct and /or team rules will be subject to disciplinary action.
4. Good community citizenship is required of all student/athletes. Good community citizenship
involves following a high standard of behavior and conduct while in or out of the school
setting. Student/athletes are expected to follow all laws, school and government regulations,
and are expected to refrain from interfering with the individual and property rights of others.
Prohibited conduct includes but is not limited to fighting, vandalism, sexual misconduct,
trespassing, theft and possession of stolen items.
5. Sportsmanship: Student/athletes, along with coaches and spectators, must recognize that
their conduct plays an important role in establishing the reputation of our school and
community. Student/athletes who do not display good sportsmanship, fair play and a sense
of respect for team members, officials and opponents will be disciplined.
CONSEQUENCE for VIOLATIONS:
Student/athletes violating the Code of Conduct and/or Team Rules will be subject to disciplinary
action. That action may range from a warning to suspension to dismissal from the team.
Student/athletic Team Rules will be enforced by the coach of that particular sport. The Code of
Conduct consequences will be rendered by the Athletic Director and/or Principal with input from the
coach of that sport.
SUBSTANCE ABUSE RULES and REGULATIONS
Rules and Regulations for Alcohol, Tobacco, Drug use, Over the Counter/
Prescription Drugs and Illegal Performance Enhancing Substances
1. No use, sale, consumption, possession, exchange, or being under the influence of alcoholic
beverages.
2. No use, sale, consumption, possession, exchange, or being under the influence of any look-alike drug, synthetic drug or illegal drug and possession of paraphernalia, regardless of the
quantity or circumstance.
3. No use, sale, consumption, possession, exchange, or being under the influence of tobacco or
tobacco products, regardless of the quantity or circumstance. This may include but is not
limited to; E-cigarette, cigarette, cigar, pipe, any other type of tobacco consuming device(s),
chewing tobacco, smokeless tobacco, or igniters such as lighters, matches, etc.
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4. No use, sale, consumption, possession, distributing/exchange any Vaping products or
paraphernalia or being under the influence of vaping products, regardless of the quantity or
circumstance. This may include but is not limited to; E-cigarette, e juice, e liquid, vape juice,
atomizers, vaping kits, atomizer cartridges, Coil Tool Kits, box mods, Juul, Juno or other
forms of personal vaporizer or look alike vaping material, and any controlled substance as
define by New York State Public Health Law.
5. No use, sale, consumption, possession, exchange, or being under the influence of any
substance (over the counter/prescription) used to alter mind or health, regardless of the
quantity, without a physician's or a parent's written permission.
6. Penn Yan Central School District does not condone the use of performance enhancing
substances. There shall be no sale or exchange of any performance enhancing substance
(over the counter/prescription) regardless of the quantity.
7. No student/ athlete is permitted to remain present at a party/gathering/event where minors are
illegally consuming alcoholic beverages, illegal drugs, tobacco products, look-a-like drugs,
synthetic drugs and/or over the counter/prescription drugs regardless of the quantity or
circumstance.
8. Student/athletes will be subject to all the above rules (1 through 6), but if any violation that
occurs on School Grounds or a School Function, the student/athlete will first be subject to
the School District Code of Conduct. If the athlete is required to serve a long-term
suspension he/she will be required to complete all necessary practice requirements after the
long-term suspension as stated in the NYSPHSAA Handbook prior to participation in any
contest. The Athletic Code of Conduct will be administered concurrent with all School
District Disciplinary Consequences.
Choosing to violate the aforementioned rules during the student/athlete’s tenure at Penn Yan Central
School will result in the following penalties administrated by the coach under the direction of the
Athletic Director.
Note: In event that a Middle School student/athlete is found to be in violation of the training
rules, disciplinary suspension will not carry over to an athlete’s high school experience
(except those students Selectively Classified). Any such student/athlete will be given the
opportunity to enter high school with a clean slate.
The student/athlete will be made aware of the reasons for the suspension. The parent will be notified
of any decision being made by either the Coach and/or Athletic Director.
CONSEQUENCE for VIOLATIONS:
Penalty for Violation (During the Sport Season):
 1st Violation – Suspension from participation in the regular scheduled contests of
the team (Category) he/she is playing on and meet with the Social Worker.
nd
 2 Violation – Suspension from participation in the regular scheduled contests
of the team (Category) he/she is playing on and Mandatory Substance Abuse
Diversion Program.
rd
 3 Violation – If there is a third violation at any time within the student’s
remaining career as an athlete at Penn Yan, suspension from participation in
the regular scheduled contests of the team (Category) he/she is playing on and
the student/athlete will be required to go before the Athletic Board.
th
 4 Violation – This will end a student/athlete’s eligibility at Penn Yan.
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1st, 2nd and 3rd Violations will result in the following:
Category A: Teams that play up to 10 contests during the regular season.
Category B: Teams that play up to 11-15 contests during the regular season.
Category C: Teams that play up to 16-20 contests during the regular season.
Category D: Teams that play up to 21-24 contests during the regular season.
Category A:
Category B:
Category C:
Category D:

1st Violation – loss of 2 contests, 2nd Violation – loss of 4 contests
3rd Violation – loss of 4 games and a review by Athletic Board
1st Violation – loss of 3 contests, 2nd Violation – loss of 6 contests
3rd Violation – loss of 6 games and a review by Athletic Board
1st Violation – loss of 4 contests, 2nd Violation – loss of 8 contests
3rd Violation – loss of 8 games and a review by Athletic Board
1st Violation – loss of 5 contests, 2nd Violation – loss of 10 contests
3rd Violation – loss of 10 games and a review by Athletic Board

**Carryover of violations would be a one game suspension of the next complete season**
*Scrimmages will not be counted toward the total number of consecutive contests.
*It is the responsibility of the coach and parent/guardian to make sure the student/athlete attends and
participates in all scheduled practices during the suspension. Suspended student/athletes will not be
in uniform for pre-game and games, but will be on the bench. Failure to meet these requirements
will result in dismissal from the team.
*If the duration of the consequence goes beyond the end of the current season, it will carry over into
the next season in which the athlete participates. The consequence will not affect the try-out for the
next season.
Athletic Awards:
The student/athlete will automatically lose all sports awards (letter, pin, etc.) for that particular sport
season. The Senior Athletes will be able to receive his/her Senior Athletic Award at the Annual
Awards Banquet. The student/athlete is still eligible for any other sports award during that school
year, pending the completion of all consequences for any violations.
Penalty for Violation (Out of Season Offense):
 1st Violation – Suspension from participation in the first 10 % of their contests of the next
season and meet with School Social Worker and/or participate in another available program.
 2nd Violation – Suspension from participation in the first 20 % of their contests of the next
season and meet with School Social Worker and/or participate in another available program.
 3rd Violation – Suspension from participation will be equivalent to an in-season violation of
the next sport season and meet with School Social Worker and/or participate in another
available program.
 4th Violation – Athletic Review Board will convene to determine further sanctions.
Community Service:
By mutual agreement, the Athletic Director, coach and the student/athlete may agree to
substitute community service for suspensions for out of season violations. The service
recommended would be 8 hours for the first violation and 16 hours for the second violation.
The community service must be initiated within two weeks of the offense committed, and
the completion date agreed upon with the Athletic Director. A meeting involving the
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parents, coach, substance abuse prevention counselor and Athletic Director will take place
upon any violation. The coach participating will be the coach of the next sports season of
which the athlete will participate.
Athletic Board will be composed of the following:
 Athletic Director
 Building Principal or Assistant Principal
 A Coach not directly involved with the sport in question
 One Parent/Community Member
 One member in good standing from Varsity Club/GAA not directly involved in
the sport in question
SUBSTANCE ABUSE DIVERSION PROGRAM:
Mandatory – In addition to the suspension penalty, any athlete who violates regulations for tobacco,
alcohol or other drug use must participate in the Substance Abuse Diversion Program with the
School Social Worker and/or participate in another available program. Failure to participate will
result in continued suspension until the requirement is met. The student/athlete will participate in
the Substance Abuse Diversion Program and the referral will be made by the Athletic Director within
a week of the violation. If an outside agency is used, it will be at the cost of the parent/guardian. A
good faith timely commitment to the mandatory diversion program is a prerequisite to being
reinstated to the team.
VOLUNTARY ADMISSION
The Voluntary Admission exists for the student/athlete who has a substance abuse problem. The
Voluntary Admission Program does not exist for the student/athlete who has violated the code and
has been caught and/or turned in.
If a student/athlete realizes they have a substance abuse problem, either during or outside of a sports
season and they (1) admit to the problem, (2) seek assistance in dealing with the problem, (3) agree
to enter treatment at an outside agency specializing in substance abuse problems, participation in
treatment needs to be communicated to the school social worker for verification and will be kept
confidential, (4) refrain from further use of the substance in question, they shall not be penalized
according to the above procedures. They will be allowed to continue with a team (if during a season)
with no penalty. If they are found to violate these conditions, they will immediately be placed at the
proper offense level. Treatment costs will be the responsibility of the student/athlete and/or their
family.
APPEAL PROCESS
All decisions are subject to appeal. The student/athlete and/or parent may direct an appeal in the
following order: the Athletic Director, Building Principal, Superintendent and Board of Education.
Each appeal must be made within “5 school days” and by 3:00 pm on the fifth day.
Appeal Process and Timeline:
Step 1: The student/athlete and/or parent/guardian must contact the Athletic Director to initiate the
appeal. In the absence of the AD, the appeal must be initiated through the Principal.
The initial appeal must be made within “5 school days” after the start of the suspension. The
student/athlete and/or parent/guardian may appeal by calling the Athletic Director at the AD
Office number – 315-536-7748.
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Step 2: The Athletic Director convenes the Athletic Board to meet with the student/athlete and
parent/guardian to discuss and present issues. If not resolved at this step, the appeal moves
to Step 3. The appeal to the Superintendent of Schools must occur within “5 school days”
after the ruling administered by the Athletic Board.
Step 3: The Superintendent of Schools hears the appeal.
During the appeal process, the student/athlete’s suspension will remain in effect. If the Athletic
Board made the initial determination regarding the athlete’s penalty, the first step of the appeal
process will be to the Superintendent.
At any time during the above process, the Athletic Director may convene a committee to review a
student/athlete's history and make a recommendation concerning the continued participation of the
student/athlete in the Athletic Program. It is suggested this committee include, although not be
limited to, the Athletic Director, the Principal or Assistant Principal, a coach from a different
program, a member of GAA/Varsity Club, and a parent/community member.
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CONCUSSION MANAGEMENT IN INTERSCHOLASTIC ATHLETICS
IMPACT Testing
Penn Yan CSD will continue the use of the IMPACT Testing program for the 2018-2019 school year. It is
a computerized exam that the athlete takes prior to the season and is good for up to two years. If the
athlete is believed to have suffered a head injury, the athlete will re-take the exam to help determine the
extent of the injury, the location of the injury and when the injury has healed.
The Base-line testing (IMPACT Testing) will be done at school. The exam takes about 25 to 35 minutes,
and is non-invasive. The program is basically set-up as a “video game” type format. For example, in one
part of the exam, a dozen common words appear at one time on the screen for about one second each. The
athlete is then later asked what words were displayed. What it is doing is giving the brain a preseason
physical of its cognitive abilities. It tracks information such as memory, reaction time, processing speed
and concentration. It is simple, and actually, most that take it enjoy the challenge of the test.
Given the inherent difficulties in concussion management, it is important to manage concussions on an
individualized basis and to implement baseline testing and/or post-injury neurocognitive testing. This type of
concussion assessment can help to objectively evaluate the concussed athlete’s post-injury condition and track
recovery for a safe return to play, thus preventing the cumulative effects of concussion.
If a concussion is suspected, the test is re-taken, and the information can be used to better determine
recovery from concussion. The information may be shared with your regular doctor, school nurse, athletic
trainer and/or school physician and a sound decision can be made as to when return-to-play is appropriate
and safe. At PYCSD, we understand the competitive nature of sports, but we always hold the athlete’s
health and safety as our top priority.
The student/athletes that show signs and/or symptoms of a concussion will be asking to follow the “Return to
Play Protocol”. The Protocol will be administered by the Athletic Trainer.
Protocol following a Concussion
When a student/athlete shows ANY signs or symptoms of a concussion:
1. The student/athlete will not be allowed to return to play in the current game or practice.
2. The student/athlete needs to be medically evaluated following the injury (Family and/or School
Physician).
3. The student/athlete should not be left alone, and regular monitoring for deterioration is
essential over the initial few hours following injury.
4. The student/athlete will perform the post-injury “ImPACT” testing (day # 4) with positive
benchmarks.
5. The return to play must follow a medically supervised (School Physician and/or School
Athletic Trainer) stepwise process.
Return to School Activities
Once a student/athlete diagnosed with a concussion has been symptom free at rest for at least 24 hours, a
private medical provider may choose to clear the student to begin a graduated return to activities. If a
district has concerns or questions about the private medical provider’s orders, the District School
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Physician should contact that provider to discuss and clarify. Additionally, the District School Physician
has the final authority to clear students to participate in or return to extra-class physical activities in
accordance with 8NYCRR 135.4(c) (7) (i).
Student/athletes should be monitored by district staff daily following each progressive challenge, physical
or cognitive, for any return of signs and symptoms of concussion. Staff members should report any
observed return of signs and symptoms to the school nurse, certified athletic trainer, or administration in
accordance with district policy. A student/athlete should only move to the next level of activity if they
remain symptom free at the current level. Return to activity should occur with the introduction of one new
activity each 24 hours. If any post-concussion symptoms return, the student/athlete should drop back to
the previous level of activity, and then re-attempt the new activity after another 24 hours have passed. A
more gradual progression should be considered based on individual circumstances and a private medical
provider’s or other specialist’s orders and recommendations.
Return to Play Protocol following a Concussion
"ONCE A STUDENT/ATHLETE HAS BEEN RELEASED FROM CONCUSSION STATUS,
THE STUDENT/ATHLETE WILL BE OUT OF FULL CONTACT PARTICIPATION UNTIL
THE SIXTH DAY of the RETURN TO PLAY PROTOCAL"
Phase 1- Student/Athlete starts with light low impact, non-strenuous, light aerobic activity (i.e. such
as walking or riding a stationary bike). If tolerated without return of symptoms over a 24 hour period
proceed to;
Phase 2- Higher impact, higher exertion, and moderate aerobic activity such as running or jumping
rope. No resistance training. If tolerated without return of symptoms over a 24 hour period proceed to;
Phase 3- Sport specific non-contact activity, low resistance weight training with a spotter. If
tolerated without return of symptoms over a 24 hour period proceed to;
Phase 4- Sport specific activity, non-contact drills. Higher resistance weight training with a spotter.
If tolerated without return of symptoms over a 24 hour period proceed to;
Phase 5- Full contact training drills and intense aerobic activity. If tolerated without return of
symptoms over a 24 hour period proceed to;
Phase 6- Return to full activities without restrictions.
If any concussion symptoms recur, the student/athlete should drop back to the previous level and try to
progress after 24 hours of rest. The student/athlete should also be monitored for recurrence of symptoms
due to mental exertion, such as reading, working on a computer, or taking a test.
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Penn Yan Central School District
Parent Athletic Code of Conduct
2018-2019
I hereby pledge to live up to the following standards designed by Penn Yan CSD for all
Parent/Guardians(s).
1. I hereby pledge to provide positive support, care, and encouragement for my child participating in sports
by following this Parent Code of Conduct.
2. I promise to help my child enjoy the sport’s experience by doing whatever I can; such as attending as
many games as possible, being a respectful fan, or sharing in transporting my child to and from practice.
3. I realize that my child’s playing time is determined by his/her awareness of the game, his/her ability,
his/her maturity and all as evaluated at the coach in his/her sole discretion.
4. I will encourage good sportsmanship by demonstrating positive support for all players, opponents, coaches
and officials at every game, practice, or other sporting events.
5. I will place the emotional and physical well-being of my child ahead of my personal desire to win and
remember that the game is for the student/athlete not the adults.
6. I will conduct myself in such a manner as to give positive feedback to our athletes, our school and
community. I will refrain from undermining or spreading ill will by passing gossip, rumors and innuendos
which could destroy team morale and cohesiveness.
7. I will support the 24 Hour Rule: Parents are not permitted to discuss athletic concerns with the coach for
at least 24 hours after an issue arises at a game, practice or otherwise. I will schedule an appointment with
the head coach if an issue arises. It is never acceptable for a parent to attempt to discuss any student’s
playing time.
Conduct Subject to Discipline
Examples of words or actions which will constitute a violation of the Athletic Code of Conduct include, but
are not limited to the following:
1.
2.
3.
4.

Making physical contact with any player, coach, official, school representative or spectator.
Taunting or threatening any player, coach, official, school representative or spectator.
Using profane and/or vulgar language or mannerisms.
Going into locker/dressing room area or obstructing access to or exit from the locker room or going onto
the field, court, mat and or dugout.
5. Throwing any object onto the playing area or at another individual.
6. Defacing or damaging property belonging to any individual, team association or school.
7. Instigating any person(s) to become involved in any of the above-listed behaviors.
8. Being involved in any activity that would warrant the summoning of law enforcement officials.
9. Any other conduct that is not in compliance with the tenants of the Penn Yan Central School District
Athletic program.
10. Making personal verbal attacks on any other person or remarking upon his/her race, sex, creed, poverty
ethnicity, sexual preference, weight or personal appearance.

18

Penn Yan Central School District
Parent Athletic Code of Conduct
2018-2019
I (we) have read and fully understand the Penn Yan CSD Parent Athletic Code of Conduct and fully accept the
responsibility as a parent/guardian of a son/daughter on a Penn Yan Athletic Team.
Penalties for Violation of Parent Code of Conduct
Violation of the Athletic Code of Conduct:
Parent/Guardians(s) will demonstrate positive behavior at all athletic events. If a violation does occur, the
parent/guardian(s) must meet with administration to discuss the violation. It the parent/guardian(s) are absent
from this meeting, the result may be an indefinite suspension from all athletic events. School officials may
issue a suspension based upon the seriousness of the infraction.
Levels of Suspension:
School officials may issue a suspension based upon the seriousness of the infraction.
All violations will require the individual to take the NFHS course:
Website: www.NFHSlearn.com/courses - Positive Sport Parenting
Possible Levels of Suspension:
 Warning
 Suspension from all athletic contests for a period of not less than 2 games of their child’s current
season, including post season games.
 Suspension for the remainder of the school year from all athletic events
 Suspension for one calendar year from all athletic events
Before the student athlete is eligible to compete this form must be on file with the Head Coach or
Athletic Director and signed by all parents and/or guardians of the athlete.
Student/Athlete’s Name (Please Print)
__________________________________________________________
Parent/Guardian Signature

Grade
________
Date

__________________________________________________________

________

__________________________________________________________

________

__________________________________________________________

________

Acknowledged by Athletic Director

__________________________________________________________

Date

________
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Penn Yan Central School District
Athletic Handbook
2018-2019
Printed Name of Student/Athlete: ________________________________________ Date: ____________
BASEBALL
BOWLING
FOOTBALL
SOCCER
VOLLEYBALL

SOFTBALL
_______CHEERLEADING
GOLF
TENNIS
WRESTLING

BASKETBALL
CROSS COUNTRY
LACROSSE
TRACK & FIELD

Acknowledgement of Risk and Informed Consent
I (we) realize participation in high school athletics carries with it the very real potential for injury. It is reasonable to believe that at
least once during their career, our student/athletes will face an injury that will result in missing one or more days or practice and/or
contests. It must be understood by our student/athletes and their families that even with the proper coaching and support of our
coaching staff, the use of proper equipment and tremendous facilities, injuries will take place. These injuries can range from, but are
not limited to, soreness, bruises, sprains, strains, dislocations, broken bones and concussions. It should also be clearly understood
that some of these athletic injuries may be catastrophic, including partial or full paralysis and in some instances the student/athlete
may die. Because of the possible dangers of participating in the activities, I (we) recognize the importance of following the coaches’
instructions regarding playing techniques, training and other team rules and agree to obey such instructions. Remember, proper rest,
nutrition, fitness and adherence to rules and guidelines established by the Penn Yan District, coaches of your sport will go a long
way to assure that injuries do not happen. I understand and accept this risk of injury.

Responsibility to Inform
I (we) understand and fully accept the responsibility to immediately inform the coaching and medical staff (school nurse, certified
athletic trainer, emergency personnel, etc.) of any medical conditions that may arise and limit, restrict or prohibit my ability to safely
participate in interscholastic athletics while a student/athlete at Penn Yan Central School District. These conditions include but are
not limited to: signs/symptoms of a head injury (concussion), pregnancy, viral or bacterial infection/illness as well as any
musculoskeletal injuries. I understand and accept the responsibility to inform.

Release Form for Student Interviews, Photographs and Videos Information
I (we) hereby grant the Athletic Department and Coaches permission to release my daughter’s/ son’s information:
1. Name, address and phone number to College Coaches and College Recruiters.
2. Name and picture/videos to the local media for print and/or TV for broadcast.
I (we) consent to the release of information: YES __________ NO __________

Athletic Code of Conduct
Members of a District Athletic Team are, in fact, representatives of the District, and are expected to conduct themselves properly at
all times and to abide by the provisions of the Athletic Code of Conduct and the Penn Yan Central School District Student Code of
Conduct. This is true whether or not they are engaging in school-related activities and whether or not they are on school grounds.
Team members who are found to have violated the Athletic Code and /or the Student Code of Conduct will be subject to appropriate
penalties set forth in those codes. Both students and parents have the responsibility to read and understand the requirements of the
Athletic Code and the Student Code of Conduct. Any questions concerning the Athletic Code of Conduct should be referred to the
Athletic Director. Questions concerning the Student Code of Conduct should be referred to the Building Principal. A punishment
given under the Athletic Code will not preclude the District from also taking appropriate disciplinary action under the Code of
Conduct.
I (we) have read and fully understand the Penn Yan Athletic Handbook and fully accept the responsibility as an athlete and parent /
guardian of a Penn Yan Athletic Team.

Signature of Student/Athlete: ___________________________________________ Date: ______________
Signature (Consent) of Parent or Guardian: _________________________________ Date: ___________
An athlete may not participate in a contest/practice until this permission slip is on file in the AD Office.
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SPORTS CANDIDATES QUESTIONNAIRE – HEALTH HISTORY UPDATE
(Must be filled out at the start of each season)
Name of Sport: Fall: ___________________ Winter: ________________ Spring: ________________
Name: ___________________________________ Birth date: ___________________ Grade: _______
History:

Yes

No

1.

Any injury requiring medical attention?

_____

_____

2.

Any illness lasting more than 5 days?

_____

_____

3.

Taking any medication or under the
care of physician at this time?

_____

_____

Any feeling of faintness, dizziness
or fatigue after heavy exertion?

_____

_____

5.

Wear glasses or contact lenses?

_____

_____

6.

Any surgical operations or fractures?

_____

_____

7.

Treated in a hospital or emergency room?

_____

_____

8.

Any reason candidate cannot participate
in any sport?

_____

_____

9.

Any known allergies?

_____

_____

10.

Any chronic disease?

_____

_____

11.

Have any close relatives (brothers, sisters, parents, grandparents,
aunts, uncles & first cousins) died under age 50?

_____

_____

Do the parents of the athlete or athlete have any questions about the
athlete’s health or any specific concerns about general symptoms?

_____

_____

4.

12.

If YES to any of the above, describe:
_____________________________________________________________________________

PARENT/GUARDIAN PERMISSION
We understand clearly that the questions are asked in order to decide if this student is in proper condition to
participate in the athletic activity named above. The answers are correct as of the date signed. All answers will
be kept confidentially in the athlete's health record. The parent/guardian will have access to all medical records
at Penn Yan School District, if requested.
In giving my permission for my child’s participation in the Penn Yan Sport Program, I understand and recognize
the potential hazard of participation in sports and that injuries may occur as a result of this participation.

________________________________________
Signature of Parent or Guardian
Date

_____________________________________
Signature of Student/Athlete
Date
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