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St. James High School 
Crisis Team Members 


 
 


Position 
 


Name 
 


Phone Number 
Post 


Crisis Positions 
 


Principal 
 


Shane M. Kliebert 
 


985-859-4512 
High School  


Principal’s Office 
 


Middle School Principal 
 


Chakira G. Brown 
 


504-428-5154 
Middle School 


Principals Office 
 


Assistant Principal  
 


Meeka Dennis 
 


225-717-3791 
Middle School  


Principal’s Office 
 


Assistant Principal  
 


Shawn Oubre  
 


225-202-3614 
High School 


Principal’s Office 
 


School Resource Officer 
 


Natasha Couch 
 


504-665-0564 
 


Wildcat 
 


Secretary 
 


Betsy Chenier 
 


225-717-2404 
 


Student Services 
 


Finance Secretary 
 


Lisa Guidry 
 


225-206-0383 
 


Student Services 
 


Technology 
 


Michell Montz 
 


985-703-2902 
 


Library Post 
 


Media Specialist 
 


Michelle Stall 
 


985-413-6288 
 


Library Post 
 


SPED 
 


Louis Guillot 
 


985-665-3425 
 


Parking Lot (Front) 
 


ISSP 
 


Burnell Taylor 
 


504-261-9881 
 


Parking Lot (Front) 
 


Middle School Counselor 
 


Adele Brown 
 


225-206-0329 
Middle School 


Principal’s Office 
 


High School Counselor  
 


Wryn Williamson 
 


225-253-6703 
High School 


Principal’s Office 
 


PE Coach 
 


James Smith 
 


225-772-8832 
 


Parking Lot (Rear) 
 


Weights/Field House 
 


Ronald Barrilleaux 
 


504-616-8281 
 


Parking Lot (Rear) 
 


PE Coach 
 


Rowdy Martinez 
 


985-859-3767 
 


Parking Lot (Riverside) 
 


Athletic Director  
 


Lavanta Davis 
 


504-654-8538 
Athletic Building 


(Parking) 
 


MS-HS Teacher  
 


Marcus Oubre 
 


225-921-0264 
 


Wildcat 
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CPR & First Aid Certified Persons in School Building 


 
Position 


 
Name 


 
Phone Number 


 
Crisis Position 


 
School Nurse 


 
Nikita Allen 


225-258-4900  
Ext. 4945 


 
Nurse Office 


 
School Nurse 


 
Donnell Borne 


 
504-915-9543 


Nurse Office  


 
Special Needs Nurse 


 
Tamara Lumar 


 
504-905-1073 


Nurse Office 


 
Family Nurse Practitioner 


 
Bianca Adams 


 
225-258-4980 


Teche School Based 
Clinic 


 
District Level Crisis Team 


 
Name 


 
Location 


 
Phone Number 


 
Position 


 
Chris Kimball 


 
Central Office 


 
504-813-6086 


 
Superintendent 


 
Kelly Cook 


 
Central Office 


 
225-417-9489 


 
Human Resources 


 
Anne Detillier 


 
Central Office 


 
225-445-1807 


 
Director of Education 


 
Amy Laiche 


 
Central Office 


 
225-206-1055 


 
Chief of Schools 


 
Raymond Gros 


 
District 7 


 
225-624-9272 


 
School Board President 


 
Sid Berthelot 


 
St. James Parish 


 
225-206-0072 


 
Sheriff’s Office 


 
Ethan Landry 


 
St. James Parish 


 
225-253-3269 


 
Sheriff’s Office 


 
Ken Brass 


 
State of Louisiana 


 
225-229-2492 


 
House of Representatives 


 
Local Emergency Phone Numbers/Alert Stations 


 
Name 


 
Phone Numbers 


 
Agency/Position 


 
Area 


 
St. James Parish Police 


 
225-562-2200 


 
Sheriff, St. James Parish 


 
Police Department 


 
Emergency 


 
911 


  


 
Volunteer Fire Department 


911 
225-265-2721 


St. James Parish 
North Vacherie 


 
Fire Department 


St. James Utilities (Water) 
St. James Utilities (Gas) 
After Hours 


225-562-2412 
225-562-2405 
225-562-2364 


 
St. James 


 
(Water, Gas) 
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St. James Parish Hospital 


 
225-869-5512 


St. James Parish, 
Lutcher 


 
Lutcher. LA 


 
St. Elizabeth Hospital 


 
225-647-5000 


 
Gonzales 


 
Hospital 


 
St. James Parish Hospital 


 
225-869-5512 


St. James Parish, 
Lutcher,LA 


 
Hospital 


 
Acadian Ambulance 


 
1-800-259-3333 


 
EMS 


 
Paramedic 


 
St. James Parish Health Unit 


 
225-265-2181 


 
St. James Parish 


 
Health Services 


 
St. James Parish Social Services 


 
1-800-431-6801 


  
Social Services 


St. James Parish Office of 
Emergency Preparedness 


 
225-562-2346 


 
St. James Parish 


 
Convent 


 
St. James Parish Court House 


 
225-562-2300 


St. James Parish, 
Convent 


Court House - 
Convent 


 
National Emergency Phone Numbers/Alert Stations 


 
Name 


 
Phone Numbers 


 
Agency/Position 


 
Area 


Helpline for Louisiana 
Emergencies 


 
225-342-6600 


 


 
River Parish Crisis Line 


 
985-651-7397  


  
St. John 


 
Crisis Intervention 


 
Rape Crisis Hotline 


 
1-800-656-4673 


 
Rape, Incest, Abuse 


 
National 


 
Suicide Hotline 


 
1800-273-8255 


 
National Suicide 


 
National 


 
Victim Assistance 


Child Abuse/Neglect Reporting 
Line 


 
1-855-452-5437 


 
Abuse/Neglect 


 
Baton Rouge 


National Center for 
Missing/Exploited Children 


 
800-843-5678 


 
1-800-843-5678 


 
National 


 
Crime Victims Bureau 


 
888-342-7233 


1-888-342-6110/225-
562-2385 


 
St. James 


 
Domestic Violence Hotline 


 
888-411-1333 


  
State 


 
Hazardous Materials/Poison 


 
Hazardous Materials (leak or spill) 


 
877-925-6595 


 
800-424-8802 


 
National 


 
Poison Control Center 


 
800-256-9822 


  
National 
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Emergency Management Agencies 


 
American Red Cross 


225-291-4533  
Assistance 


 
Baton Rouge 


Office of Emergency 
Preparedness 


800-256-7036 
225-562-2265 


 
OEP 


National 
St. James 


 
Chemical Emergency Response 


 
225-925-7500 


 
Homeland Security 


 


 
Bio Terrorism Response 


 
225-925-7500 


 
Homeland Security 


 


 
National Guard 


 
985-652-3923 


 
Security 


 
St. John Parish 


 
Media Outlets 


 
Name 


 
Phone Numbers 


 
Agency/Position 


 
Area 


 
WFMF 102.5 


 
225-499-1025 


 
Radio Station 


 
Baton Rouge 


 
WWL 870 AM/105.3 FM 


 
504-260-1870 


 
Radio Station 


 
New Orleans 


 
WAFB Channel 9 


 
225-383-9999 


 
Television 


 
New Orleans 


 
WBRZ Channel 2 


 
225-336-2225 


 
Television 


 
Baton Rouge 


 
David Reynaud 


 
225-623-9287 


 
The News Examiner 


 
Lutcher 


 
The Advocate 


 
225-342-0272 


 
Newspaper 


 
Baton Rouge 
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Warning and Notification (Codes) 


Ø Call 911, if necessary. Assess life and safety issues first. 
Ø Inform Principal/Assistant Principal in front office or Administrative Assistant in back 


office. 
Ø Principal notifies Superintendent. 
Ø Warn students and staff. If an emergency requires immediate action to protect the 


safety of students and staff, activate p.a. announcement. 
Ø Use coded words in warning if necessary. Codes should be used in situations in which 


immediate notification is necessary, but the safety of students and staff may be 
compromised if everyone in school building knows the emergency. For example, a 
hostile intruder may panic if the principal announces intruder’s presence over PA 
system. The codes will inform personnel of the type of emergency and appropriate 
actions. The codes are as follows: 
 


 
Code Words 


 
Emergency 


 
Code White 


 
Assault /Fight 


 
Code Bravo 


 
Intruder/Hostage 


 
Code Black 


 
Tornado Watch/Warning 


 
Code Red 


 
Fire 


 
Code Orange 


 
Hazardous Materials 


 
Time Check 


 
Bomb Threat 


 
Code Blue 


 
Someone Not Breathing 


 
Code Silver 


 
Active Shooter 


 
Ø If immediate action is not required, notify staff at a meeting before or after 


school hours. Teachers will debrief students during class unless an assembly or 
announcement over PA is preferred. 


Ø Principal will notify parent(s) or guardian of victim(s), if necessary. 
Ø Superintendent will notify other schools in district. The school(s) with siblings 


of the victim(s) should be called first. 
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Response to Emergency 
 


• Assess the situation, verify information and activate the Emergency Action Plan 
securing the safety of students. 


• Notify the principal who will notify the Superintendent and call 911 if necessary. 
• Take charge of area until the incident is contained or relieved by the Community 


Agency. 
• Shelter in place or evacuate the building.  
• The nature of incident may require alternate evacuation site. 
• Assist in any first aid needs while preparing to meet emergency units.  
• Assemble Crisis Team and assign duties depending on crisis. 
• Designate a control area and maintain a phone log of all calls made, received, and 


timed sequence of events. 
• Team runners (administration) deliver any additional instructions from control center 


to classrooms and also collect status information, if not in lockdown and the intercom 
system is not available. 


• Leave email up on computer to receive updates from the office. 
Refer media to the Superintendent or his designee. 
 


 
Staff Responsibilities 


 
 


Principal or Designee: Teachers: 
Ø Verify information. Ø Verify information. 
Ø Call 911, if necessary. Ø Lock classroom doors, unless 


evacuation orders are issued 
Ø Seal off high-risk area. Ø Warn students, if so advised. 
Ø Convene crisis team and implement 


crisis response procedures. 
Ø Account for all students. 


Ø Notify Superintendent Ø Stay with students during an 
evacuation. Take class roster to 
evacuation site. 


Ø Notify students and staff (depending 
on emergency, students may be 
notified by teachers). 


Ø Refer media to district spokesperson 
(or designee). 


Ø Evacuate students and staff, if 
necessary. 


Ø Keep detailed notes of crisis event. 


Ø  Refer media to district spokesperson 
(or designee). 


              Crisis Team: 


Ø Notify community agencies, if 
necessary. 


Ø Assume roles and responsibilities; 
complete Crisis Response 
Documentation Forms. 


Ø Implement post-crisis procedures.  
Ø Keep detailed notes of crisis even  
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Post-Crisis Intervention 
Ø Meet with school counseling staff to determine level of intervention for staff and 


students. 
Ø Anticipate absences on the day of a funeral and consider alternative scheduling. 
Ø Designate rooms as private counseling areas. 
Ø Escort affected student’s siblings and close friends and other “highly stressed” 


students to counselors. 
Ø Procure personal items of the deceased from desks, etc. 
Ø Identify and communicate with other affected schools. 
Ø Be visible on campus. 
Ø Follow-up with student and staff who received counseling 
Ø Designate staff persons to attend funeral 
Ø Follow-up the student day with a short faculty meeting to review the facts of the 


incident and the role of the faculty in further coping with the loss/injury. Allow the 
faculty the opportunity to share experiences and suggestions. 


Ø Announce the loss to the entire school providing facts that will reduce rumors. Provide 
a moment of silence. 


 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fire 
In the event a fire, smoke from a fire or a gas odor has been detected: 
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Ø Assess the situation. Pull fire alarm. 
Ø Evacuate students and staff to a safe distance outside of building. 
Ø Follow normal fire drill route. Follow alternate route if normal route is too dangerous. 
Ø Teachers take class roster to evacuation site. Take (call) roll after being evacuated. Advise 


Principal of missing students. 
Ø Turn power and gas off to the building(s). 
Ø Principal notifies police (Call 911) and Superintendent. Principal or Superintendent must 


report incident to Fire Marshal. 
Ø After consulting with Superintendent, Principal may move students to relocation center if 


weather is inclement or building has been damaged. 
Ø Principal/Assistant Principal/Crisis Team attends to those injured by fire/explosion until 


EMS arrives. Perform necessary immediate first-aid on victim(s): smother fire by rolling 
victim on ground, deluge with water.  


Ø Provide fire department with map of school and location of fire. Provide master key(s) to 
building.  


Ø No one may reenter building(s) until entire building(s) has been declared safe by fire 
marshal or police personnel. 


Ø Principal notifies students and staff of termination of emergency. Resume normal 
operations. 


Ø Complete Crisis Documentation Form (Crisis Manual). 
Warning: Do not use water on electrical fires. Do not attempt to fight fires involving 
explosives. Do not attempt to fight fires involving toxic chemicals or strong oxidizers.  


 
 


Fire Incident occurred on campus Fire Incident occurred off campus 
Ø Assess the situation. Ø Fire/Law Enforcement/OEP will notify 


Superintendent and/or Principal. 
Ø Call 911. Ø Announce Crisis Codes. Assemble Crisis 


Team. 
Ø Principal notifies Superintendent, Fire 


Department, Law Enforcement, and 
OEP. 


Ø Fire officer in charge of scene will 
recommend shelter or evacuation 
actions. 


Ø Principal seals off area of leak/spill. Ø Fire officer in charge of scene will 
recommend shelter or evacuation 
actions. 


Ø Fire/OEP or Law Enforcement will 
recommend shelter or evacuation 
actions. 


Ø Follow procedures for sheltering or 
evacuation. 


Ø Do not ring fire alarm bells. Follow 
procedures for evacuation or sheltering. 


Ø Notify parents if students are evacuated. 


Ø Announce Crisis Codes. Use intercom 
system for communicating instructions 
to staff and students. 


Ø Announce “All Clear” code after 
consulting with Fire/OEP/Law 
Enforcement officials. 


Ø Principal is in charge of area until fire 
personnel contain incident. 


Ø Complete Chemical Spill/Hazardous 
Materials Form. 


Ø Notify parents if students are evacuated.  
Ø Resume normal operations after 


consulting with fire officials. Announce 
“All Clear code.” 


 


 
Evacuation Procedure 
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The evacuation map of the St. James High School has arrows indicating evacuation routes 
from your particular room.  
 
Please do the following:  


• Use a sharpie or highlighter to trace the route from your classroom to the exit doors 
based on the arrows provided. 


• Review the evacuation procedures with all of your classes  


1. Exit calmly 
2. Single file 
3. Gather as a class in an outside area 
4. Take roll (report any missing students to admin) 


Evacuation: 
 


Ø Call 911 
Ø Principal issues call for Crisis Team to report to the office. 
Ø Principal issues evacuation procedures and notifies Superintendent. 
Ø Principal determines whether students and staff should be evacuated to outside of 


building (Stadium) or relocation centers (Keller Property). Secretary coordinates 
transportation with First Student if students are evacuated to relocation center. 
Administrative Assistant contacts evacuation sites. Leadership Team leads staff and 
students safely outside of building and loading buses using fire drill procedures 
unless Principal alters route. 


Ø Maps should be posted in all classrooms indicating primary and secondary routes and 
holding areas/assembly points. 


Ø Close all windows. Turn off lights, electrical equipment, gas, water faucet, air 
conditioning, and heating system.  


Ø Place evacuation sign in window. Lock doors. 
Ø Teachers should ensure all students are out of the classroom and adjoining 


bathrooms. 
Ø Instruct the first student in line to hold open exit door(s) until all persons in the class 


have evacuated. Continue this process until the building is clear. 
 
Teachers: 


Ø Direct students to follow normal fire drill procedures unless Principal alters route. 
Ø Take Class roster to relocation center. 
Ø Close classroom doors and turn out lights. 
Ø When outside building, account for all students. Inform Principal immediately if 


student(s) is/are missing.  
Ø If students are evacuated to relocation center, stay with class. Take (call) roll again 


when you arrive at relocation center. 
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No Hall Traffic/Lockdown-Active Shooter Procedure 
 
REMEMBER 
LOCKDOWN!  LIGHTS OUT! OUT OF SIGHT!       
  
STUDENT: 
Maintain silence                         
DO NOT open the door             
 
TEACHER: 
Lock interior doors 
Turn out the lights      
Move away from sight 
DO NOT open the door             
Maintain silence 
Take attendance 
Place Color Code (red, green, yellow)  
  
1 - COMMUNICATION 
Wait for communication on how to proceed/counter. Prepare to counter or evacuate if needed when the 
information is available.  
  
2 - INFORMATION 
Information will be relayed through School Guard 911, cell phone, email, PA, bullhorn, etc. Keep your devices 
open for information regarding the situation so you know how to proceed.  
  
3 - EVACUTE 
Evacuate when safe using non-traditional exits if necessary. (ex. window)  
* Allow no one outside until an all-clear signal is given by the Principal or until Law Enforcement, Fire 
Official, or Emergency Preparedness officials evacuate your room.  
  
There may be a need to evacuate by non-traditional exits such as the window if the perimeter is secured.  
 
When the time comes to evacuate through our traditional hallway routes, it will be done by the security/swat team 
one classroom at a time. It would not be done as a whole school evacuation as in a fire drill.  
  
VULNERABLE AREA EXAMPLES 
  
A - RESTROOM 
If in the restroom, move into the stall, lock the stall door, climb on top of the toilet, and try your best to stay out of 
sight. Remain quiet, still, calm and alert. 
  
B - HALLWAY 
If an individual is outside a classroom, they should immediately move towards the nearest lockable room. Remain 
quiet, still, calm and alert.  
- Go to the nearest classroom so that you can be locked in with the other students if it has not been locked down 
yet. Once the lockdown is in effect and doors are locked, you may report to the nearest lockable room or the 
nearest restroom. 
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If evacuation and hiding out are not possible: 
• Remain calm 
• Dial 911, if possible, to alert police to the active shooter’s location 
• If you cannot speak, leave the line open and allow the dispatcher to listen 
 
 
Take action against the active shooter 
As a last resort, and only when your life is in imminent danger, attempt to disrupt and/or incapacitate the 
active shooter by: 
• Acting as aggressively as possible against him/her 
• Throwing items and improvising weapons 
• Yelling 
• Committing to your actions 
 
 
HOW TO RESPOND WHEN LAW ENFORCEMENT ARRIVES 
Law enforcement’s purpose is to stop the active shooter as soon as possible. Officers will 
proceed directly to the area in which the last shots were heard. 
• Officers usually arrive in teams of four (4) 
• Officers may wear regular patrol uniforms or external bulletproof vests, Kevlar helmets, 
and other tactical equipment 
• Officers may be armed with rifles, shotguns, handguns 
• Officers may use pepper spray or tear gas to control the situation 
• Officers may shout commands, and may push individuals to the ground for their safety 
How to react when law enforcement arrives: 
• Remain calm, and follow officers’ instructions 
• Put down any items in your hands (i.e., bags, jackets) 
• Immediately raise hands and spread fingers and keep hands visible at all times 
• Avoid making quick movements toward officers such as holding on to them for safety 
• Avoid pointing, screaming and/or yelling 
• Do not stop to ask officers for help or direction when evacuating, just proceed in the 
direction from which officers are entering the premises 
Information to provide to law enforcement or 911 operator: 
• Location of the active shooter, number of shooters, if more than one 
• Physical description of shooter/s, number and type of weapons held by the shooter/s 
• Number of potential victims at the location 
The first officers to arrive to the scene will not stop to help injured persons. Expect rescue 
teams comprised of additional officers and emergency medical personnel to follow the initial 
officers. These rescue teams will treat and remove any injured persons. They may also call 
upon able-bodied individuals to assist in removing the wounded from the premises. 
Once you have reached a safe location or an assembly point, you will likely be held in that area by law 
enforcement until the situation is under control. Do not leave until law enforcement authorities have 
instructed you to do so. 
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Tornado Watch/Warning 
 
Tornado Watch has been issued in an area near school. 


Ø Monitor Emergency Alert Stations (see emergency phone numbers section). Or NOAA 
Weather Stations (National Weather Service, Weather Channel). 


Ø Take all persons inside building(s). 
Ø Close windows and blinds. 
Ø Review tornado drill procedures and location of safe areas. Tornado safe areas are 


under desks and in hallways away from windows and large rooms. 
Ø Review “drop and tuck” procedures with students. 


 
Tornado Warning has been in an area near school or tornado has been spotted near school. 


Ø Shut off gas. 
Ø Move students and staff to safe areas. 
Ø Remind teachers to take class rosters to evacuation site. 
Ø Ensure the students are in “tuck” positions. 
Ø Account for all students. 
Ø Remain in safe area until warning expires or until emergency personnel have issued an 


all-clear signal. 
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Bus Evacuation Procedure 


1.   Park the bus as close to the shoulder of the road as possible  


• Turn hazard lights on     
• Set the parking brake 
• Turn the engine off  


2.   Stand facing the rear of the bus  
3.   Give the command: “Remain seated; prepare to evacuate.”  
4.   Turn toward the front of the bus.  
5.   Move backwards to the first occupied seat.  
6.   Starting with either the left or the right seat:  


• Touch the shoulder of the person nearest to the aisle to indicate that the passengers 
in that seat are to move off.  


• Keep the passengers in the seat opposite in their seat by holding the hand palm out in 
a restraining gesture until the aisle is clear.  


• Move out the passengers in the opposite seat, using the same signal as above  


7.   Move backwards down the aisle, repeating this procedure at each seat until the bus is 
empty.  
8.   Check the bus from the very back seat to the front, making sure it is empty.  
9.   Have evacuating students move to a safe distance (100ft) and keep them there as a 
group, away from any dangerous area.  
10. Continue to check for students while removing the fire extinguisher or first aid kit, if 
needed.  
11. Call or have someone call the fire department, the garage and the school, as necessary.    
A fire at the front of the bus may make the front entrance unusable and an alternate route of 
evacuation necessary. Normally, the front entrance will be available, but the emergency door 
can be used as the primary exit during an emergency.  
Evacuation through both doors is fastest, with the rear monitor working forward seat by seat 
and the driver working backward seat by seat.  
The windshield and rear windows can also be pushed out to facilitate evacuation. If the bus is 
on the side, use the roof hatches as well as the emergency doors on the up side to evacuate 
students.  


Student reminders during an Emergency Evacuation 


Listen to the driver's instructions for the correct exit.  
Be calm, quiet and don't panic.  


• Leave your belongings behind.  
• Exit seat by seat alternating rows.  
• Leave the bus quickly without pushing, or shouting.  
• Walk to a safe place and stay together.  
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Hazardous Materials 
Schools will be notified by local Emergency Management Officials, via tone alert 
receivers/telephone, to shelter in place or evacuate to a designated reception center. 
Sheltering Notification: 


• Take all persons inside buildings. 
• Close all exterior doors and windows. 
• Turn off any ventilation leading outdoors. 
• Cover up food not in containers or put in refrigerator. 
• If advised, cover mouth and nose with a handkerchief, cloth, paper towels or tissues. 


Evacuation Notification: 
• Principal contacts First Student and informs them that evacuation is taking place. 
• Principal notifies students and staff. 
• Principal closes all windows. 
• Principal turns lights, electrical, gas, water faucets, air conditioning/heating system off. 
• Principal places evacuation sign in window. 
• Principal locks doors. 


Teacher Responsibilities during evacuation: 
• Return to homeroom to keep classes intact. 
• Take roll. 
• Explain procedures to students, instruct students to take belongings to the relocation center. 
• Wait in classroom until principal or designee informs teachers that buses have arrived. 
• Take class roster to relocation center. 
• Take roll again after arriving at relocation center. 
• Remain with students until they have been picked up by parents. 


 
Hazardous Materials - Gas Leaks 
DO NOT OPERATE ANY SWITCHES OR USE THE PHONE.  GO TO A SAFE DISTANCE AWAY 
UPWIND OF THE GAS SMELL AND CALL ST. JAMES PARISH PUBLIC UTILITIES (225-562-2412) 
Evacuation Notification: 


• Principal contacts First Student and informs them that evacuation is taking place. 
• Principal notifies students and staff. 
• Principal closes all windows. 
• Principal places evacuation sign in window. 
• Principal locks doors. 


Teacher Responsibilities during evacuation: 
• Return to homeroom to keep classes intact. 
• Take roll. 
• Explain procedures to students, instruct students to take belongings to the relocation center. 
• Wait in classroom until principal or designee informs teachers that buses have arrived. 
• Take class roster to relocation center. 
• Take roll again after arriving at relocation center. 
• Remain with students until they have been picked up by parents. 
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Weapons 
 
Staff or students who is aware of a weapon brought to school: 


• Send reporting student to office, if possible. 
• If the reporting student is unable/unwilling to report, follow steps below. The student 


may remain anonymous. 
• Notify principal. 


Teacher 
• Send sealed message with trusted student that includes: 


Ø Your name and location 
Ø The name/description of the suspect 
Ø Whether the suspect has threatened anyone 
Ø Any information regarding the weapon’s location/type 


• Discreetly call the office if the suspect is not present. 
• Seek assistance from another teacher in reporting the incident. 
• If teacher suspects that weapon is in classroom, she should confidentially notify a 


neighboring teacher. 
• Teacher should not leave classroom. She should wait for administrative response. 


 
IN ALL CASES-USE EXTREME CAUTION. DO NOT CONFRONT SUSPECT. STAY CALM! IF 
A STUDENT THREATENS YOU WITH A WEAPON, FOLLOW THE SUSPECT’S 
DIRECTIONS. DO NOT TRY TO BE A HERO! 
 
Principal 


Ø Alert law enforcement if a weapon is suspected, as reported by staff or student 
(reasonable). Question him/her. Crisis code announced (Lock Down). 


Ø If a student reported the weapon, isolate him. 
Ø Two administrators proceed to the area under suspicion.  
Ø One administrator should escort suspect to a private area to wait for law enforcement, 


the other should carry all the suspect’s belongings to a safe distance. At no time 
should the suspect be allowed to put his hands in pockets or handle belongings 
(book, bags, purses, etc). 


Ø Inform suspect of his rights and the reasons you are conducting a search. Conduct 
search with law enforcement and a reliable witness. 


Ø Take possession of and secure the weapon. 
Ø Keep detailed notes of all events and the reasons the search was conducted. 
Ø If suspect threatens you with a weapon, do not try to disarm him. Back away with your 


arms up and remain calm. 
Ø Notify parents/guardians if suspect is a student. Explain why search was conducted 


and what results of the search have been determined 
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Student Unrest/Stabbing/Shooting 
 
Student Unrest 


• Notify police, if necessary. 
• Ensure the safety of the students and staff first. 
• Contain unrest. Seal off areas of disturbance. 
• Notify Principal. Principal notifies Superintendent. 
• Crisis Team alert. Principal may issue lock-down. 
• Shut off bells. 
• Move students involved in disturbance to an isolated area. 
• Meet with student representatives to address issues. 
• Document incidents with cassette recorder or take detailed notes. 


 
Teachers: 


• Keep students calm. 
• Lock classroom doors. 
• Do not allow students outside of classroom until you have received an all-clear signal 


from principal. 
• Document all incidents. 


 
Notification of Incident (Shooting/Stabbing) 


Ø Take cover, if necessary. USE CAUTION. 
Ø Assess the situation; provide for your own safety. 
Ø If there are witnesses or others present, direct one of those individuals to the office to 


summon immediate assistance. 
Ø If no one is available, personally notify office immediately, request medical assistance 


if necessary, and return to the victim. 
Ø If vehicle is involved, attempt to identify (CYMBAL) 


• Color of vehicle 
• Year  
• Make  
• Body (2 door, type of vehicle) 
• Anything else of importance (direction of travel, etc.) 
• License number 


Ø Attempt to identify the individuals in vehicle or the area. 
Ø Keep email up on computer as an alternate means of communication.  
Ø Indicate the location of incident. 
Ø Do not disturb the crime scene 
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Administrative Action: Shooting (Drive by) - No Injuries 


Ø Assess the situation. 
Ø Call 911. 
Ø If necessary, announce CODE and follow procedures. Crisis Team reports. 
Ø Isolate the witness with an administrator. Gather information. 
Ø Secure the crime scene. 
Ø Re-route traffic from effected area. 
Ø Prepare written statements for caller/media, in cooperation with law enforcement. 


Provide updates as available. 
Ø When the area is clear and the emergency is over, announce all clear.  
Ø Designate a place for parents who arrive on campus. Have a school media 


spokesperson on hand to answer questions. 
Ø Hold a faculty meeting at the end of the school day to inform and update the 


faculty/staff. 
Ø Hold an administrative meeting to debrief and assess response. 


 
 
 
Administrative Action: Shooting/Stabbing- With Injuries 


Ø Assess the situation. 
Ø Call 911. Be prepared to: 


• Describe the situation 
• Indicate whether the perpetrator has been identified and/or isolated 
• Describe the injuries 


Ø If necessary, announce CODE and follow procedures.  
Ø Crisis Team reports. 
Ø Give medical assistance until help arrives. 
Ø Isolate the witness with an administrator. Gather information. 
Ø Secure the crime scene. 
Ø Re-route traffic from effected area. 
Ø Notify parish personnel if emergency is over, announce “all clear.” 
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Suicide/Attempt 
Suicide Attempt in School Suicidal Death/Serious Injury 


Ø Verify Information Ø Verify information. 
Ø Call 911, If person required medical 


attention, has a weapon, or needs to 
be restrained; 


Ø Activate school crisis team. 
Ø Principal notifies Superintendent. 
Ø Notify staff in advance of next school 


Ø Notify school counselor and 
Principal. 


day following suicide or attempted 
suicide. 


Ø Determine method of notifying staff, 
students, and parents. Hold daily staff 
debriefings before and after normal 
operating hours as needed. 


Determine method of notifying 
student and parents. Do not mention 
“suicide” or details about death in 
notification. Do not mention 
“suicide” or details about death in 
notification. Do not hold memorials 
or make death appear heroic. 
Protect privacy of family. 


Ø Principal call Superintendent and 
parent(s) or guardian(s) if suicidal 
person is student. Principal may 
schedule meeting with parents and 
school counselor to determine 
course of action. 


Ø Implement post-crisis intervention. 
 
Post Crisis Intervention: 


Ø Meet with school counseling staff to 
determine level of intervention for 
staff and students. 


Ø Calm suicidal person. Ø Designate rooms as private 
counseling areas. 


 
Ø Try to isolate suicidal person from 


other students 
Ø Escort siblings and close friends and 


other “highly stressed” students to 
counselors. 


Ø Stay with person until 
counselor/suicide intervention 
arrives. DO NOT LEAVE SUICIDAL 
PERSON ALONE. 


Ø Assess stress level of staff. 
Recommend counseling to overly 
stressed staff. 


Ø Activate school crisis team to 
implement post-crisis intervention. 
Determine level of intervention. 


Ø Refer media to district 
spokesperson. Do not allow media 
to question students. 


 Ø Follow up with students and staff 
who received counseling. 


Ø Resume normal routines as soon as 
possible. 
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Intruder/Hostage 
 


Intruder- An unauthorized person who 
enters school property  


Hostage 


• Notify principal. • If hostage taker is unaware of your 
presence, do not intervene. 


• Ask another staff person to 
accompany Principal before 
approaching intruder. 


• Call 911 immediately. Give 
dispatcher details of situation; ask 
for assistance from hostage 
negotiation team. 


• Politely greet intruder, identify 
yourself, and ask intruder the 
purpose of his/her visit. 


• Contact law enforcement. 


• Inform the intruder that all visitors 
must register in the main office. 


• Notify principal. Principal notifies 
Superintendent. 


• If intruder’s purpose is not 
legitimate, ask him to leave. 
Accompany intruder to exit. 


• Seal off area near hostage scene. 


If intruder refuses to leave: • Give control to law enforcement 
and negotiation team. Be prepared 
to provide: 


• Warn intruder of consequences for 
staying on school property. Inform 
him that you will call police.  


…Number of hostage takers 
…Description of hostage takers 
…Type of weapon hostage takers 
have 


• Notify police and Principal if 
intruder still refuses to leave. Give 
police full description of intruder. 


     …Number and name of hostages 
     …Demands and instructions 


hostage takers                  have given  
• Walk away from intruder if he 


indicates a potential for violence. 
Be aware of intruder’s actions at 
this time (where he is located in 
school, whether he is carrying a 
weapon or package, etc). 


• Crisis Team keeps detailed notes of 
events 


If taken hostage: 
• Follow instructions of hostage 


taker. 
• Try not to panic. Calm students if 


present. 
• Treat the hostage taker as normally 


as possible. 
• Issue an “all clear” when incident is 


under control. 
• Be respectful to hostage taker. 
• Ask permission to speak and do 


not argue or make suggestions. 
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Assault/Fights 


• Ensure the safety of students and staff first. 
• Call 911, if necessary. 
• Notify CPR/first aid persons in school building of medical emergencies. 
• Notify Principal, who will assemble Crisis Team. 
• Seal off area where assault took place. 
• Defuse situation, if possible, by identifying key players and concerns, isolating key 


players in a neutral area, conferring with key players. 
• Principal notifies police if weapon was used, if victim has physical injury causing 


substantial pain or impairment of physical condition, or if assault involved sexual 
contact (intentional touching of anus, breast, buttocks, or genitalia of another person 
in a sexual manner without consent. This contact includes those areas covered by 
clothing). 


• Principal notifies Superintendent and parents of student involved in assault. 
• Principal documents all activities and asks victims/witnesses for their account of 


incident. 
• Assess counseling needs of victim/witnesses. Implement post-crisis procedures. 


 
 
Serious Injury/Death 
 If accident occurred in school, the Crisis Team will: 


Ø Assess the situation 
Ø Call 911 
Ø Notify CPR/first aid certified persons in school building of medical emergencies.  
Ø If possible isolate affected student/staff member. 
Ø Notify Principal. Principal notifies Superintendent, Central Office Personnel, (Parents, 


Guardians, Spouse of affected students/staff) 
Ø Activate school Crisis Team. Designate staff person to accompany injured/ill person to 


hospital. 
 


Ø Gather information: Student/Staff schedule and emergency contact person, 
         Student/Staff close friends, siblings, and schools they attend-Names of witness, if any 


Ø Adjust scheduled activities. Keep school personnel updated on events and 
circumstances. 


Ø Refer media to district spokesperson. 
If incident occurred outside of school the Crisis Management Team will: 


• Activate school crisis team 
• Notify staff before normal operating hours 
• Determine method of notifying students and parents (form letter in Crisis 


Manual). Announce availability of counseling services for those who need 
assistance. Designate room locations. 


• Refer media to district spokesperson. 
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Kidnapping 
Any non-custodial adult who takes a child from campus without permission of the court 
ordered parent/guardian may be guilty of a felony.  
Procedures to follow when releasing students to parents/guardians during the school day: 


Ø All adults entering a school must sign in in the office. 
Ø Visitor passes must be worn by all visiting adults on campus. 
Ø The name of the parent/guardian must be indicated on Emergency Card. 


*Parents are responsible for providing court orders 
*Court orders should be kept on file by the school 


Ø The parent/guardian should present photo identification 
Ø The parent/guardian must sign out the student through front office. Sign-out logs 


must be carefully maintained. 
Ø Checking out students during the last 30 minutes of the school day should be 


discouraged. 
If a child is kidnapped/child napped from school: 


Ø Principal calls Law Enforcement 
Ø Principal contacts the custodial parent/guardian 
Ø Principal obtains witness statements 
Ø Principal assists the police in their investigation 
 
 


Bomb Threat 
Upon receiving a message that a bomb has been planted in school: 


Ø Get all the facts. Ask the following questions: “What is it made of?”, “When will it go 
off?”, “Why did you place it in the school?”, “What room is it in?”, “How old are you?”, 
“Where is it located?”, “Who is this calling?” 


Ø Listen closely to caller’s voice and speech patterns and to noises in background. 
Ø Notify principal or designee. Do not share information about call with others.  
Ø Principal initiates Crisis Code {announce “Fire Drill” and sound an alarm} and orders 


evacuation of all persons inside school buildings. 
Ø Principal notifies police (Call 911) and Superintendent. Principal or Superintendent 


must report to Fire Marshal. 
Ø DO NOT USE RADIOS OR CELLULAR PHONES, SINCE RADIO BEAMS CAN CAUSE 


DETONATION. 
 
Evacuation Procedures: 


Ø Principal warns students and staff (Do not mention “Bomb Threat”).  
Ø Use standard fire drill procedures. 
Ø Direct students to take their belongings to the evacuation site. 
Ø Students and staff must be evacuated to a safe distance outside of school buildings. 


After consulting with Superintendent, Principal may move students to primary 
relocation site (Our Lady of Peach Catholic Church) if weather is inclement or building 
has been damaged. Try not to move students to area openly visible from the street. 
The bomb threat could be a diversion to get students out in open area. 
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Media Procedures 
 
All staff must refer media to district spokesperson. 
School Board assumes responsibility for issuing public statements during an emergency. 


• Superintendent serves as spokesperson unless he 
designates a spokesperson. If spokesperson is 
unavailable, an alternate assumes responsibilities. 


During an emergency, adhere to the following procedures: 
• Principal relays all factual information to Superintendent. 
• Establish a media information center away from school. 
• Prepare factual, written statements for the press, in 


cooperation with Law Enforcement, or agency acting as 
Incident Commander. 


• Be certain every media member receives the same 
information. 


• Update media regularly. Do not say “No Comment.” 
• Set limits for time and location for interviews. 
• When handling interviews: 


Ø Ask in advance what specific questions will be asked. 
Ø Don’t say “no comment.” If answer is unknown, offer to get information and get back 


to them. 
Ø Don’t speak “off the record.” 
Ø Before agreeing to have staff members interviewed, obtain their consent. 
Ø Students under the age of 18 may not be interviewed on campus without parental 


permission. 
Ø Yearbooks and school newspaper photo are public documents. Access to them must 


be provided. 
Ø Do not argue with media. 
Ø Maintain log of all telephone inquiries. Use scripted responses to inquiries. 


 
Media Statement 


Ø Create a general statement before an incident occurs. Adapt statement during crisis. 
Ø Emphasis safety of students and staff first. 
Ø Briefly describe school’s plan for responding to emergency. 
Ø Issue brief statement consisting of only these facts. 
Ø Respect privacy of victim and family of victim. Do not release names to media. 
Ø Refrain from exaggerating or sensationalizing crisis. 
Ø Emphasize positive action being taken. Turn negative questions into simple, positive 


statements. 
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Date:  
 
 
Dear Parents, 
 
 
 We will be conducting our tornado, fire, and other school safety drills  periodically 


throughout the school year. We have our Crisis Management Plan in place and need to 


practice these procedures for the protection and safety of your child and the school staff. We 


will also practice an evacuation drill to our evacuation site, which will be located at Our Lady 


of Peace Catholic Church. If you have any questions, please contact me. 


 
 
 
Sincerely, 
 
 
 
Shane Michael Kliebert 
Principal 
 
 
 
 
 
 
 
 


ADMINISTRATORS  
Shane M. Kliebert – Chakira Gaines Brown - Meeka Dennis – Shawn Oubre 


Tradition - Honor - Discipline - Excellence  
 


 
22187 Hwy. 20 


Vacherie, Louisiana 70090 
(225) 258-4900 


 


Shane M. Kliebert 
Principal 


 
Chakira Gaines Brown 


Associate Principal 
Meeka Dennis 
Shawn Oubre 


Assistant Principals 
 
 


 


St. James High School 
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Date:  
 
Dear Parents, 
 
 This letter is coming to you in light of the recent crisis incident at St. James High 
School. Your child will resume classes on ___________________. We will follow the normal 
schedule for a school day. We have reviewed the crisis incident and have found everything 
concerning the incident to be taken care of by the proper authorities. We appreciate your 
cooperation and assistance to make sure your child stayed safe and was able to be returned 
as quickly as possible. 
 


If you have any special concerns for your child, please complete the form below and 
return it to the office.  


 
Sincerely, 
 
 
Shane Michael Kliebert 
Principal 
 
 


Detach 
 
 
Student’s Name: ______________________________________________ 
 
Parent’s Name: _______________________________________________ 
 
Phone Number: _______________________________________________ 
 
Area of Concern: ______________________________________________ 
 
 
 
 


ADMINISTRATORS  
Shane M. Kliebert – Chakira Gaines Brown - Meeka Dennis – Shawn Oubre 


Tradition - Honor - Discipline - Excellence  


 
22187 Hwy. 20 


Vacherie, Louisiana 70090 
(225) 258-4900 


 


Shane M. Kliebert 
Principal 


 
Chakira Gaines Brown 


Associate Principal 
Meeka Dennis 
Shawn Oubre 


Assistant Principals 
 
 


 


St. James High School 
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Date:  
 
Dear Parents and Guardians, 
 
        Due to the recent events, St. James High School will not be able to operate in the 


normal capacity of a school day. Please refer to the bottom for the current times. 


 
 
 
 


 Time 
Student Drop Off Area  
Student Drop Off Time  
Instruction to Begin  
Dismissal Location  
Dismissal Time  


 
 
 
 


 
Sincerely, 
 
 
Shane Michael Kliebert 
Principal 
 
 


 
 


ADMINISTRATORS  
Shane M. Kliebert – Chakira Gaines Brown - Meeka Dennis – Shawn Oubre 


Tradition - Honor - Discipline - Excellence  


 
22187 Hwy. 20 


Vacherie, Louisiana 70090 
(225) 258-4900 


 


Shane M. Kliebert 
Principal 


 
Chakira Gaines Brown 


Associate Principal 
Meeka Dennis 
Shawn Oubre 


Assistant Principals 
 
 


 


St. James High School 
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I am so sorry to tell you all that one of our students, [NAME], has died in an accident. As well as another student 
[NAME] has been injured.  


Many of you may also feel very sad. Others may feel other emotions such as anger or confusion. It’s okay to feel 
whatever emotions you might be feeling. When someone dies, it leads to a lot of questions, some of which may 
never be completely answered.  


Rumors may come out about what happened, but please don’t spread them. They may turn out to be untrue 
and can be deeply hurtful and unfair to [NAME] and [HIS/HER] family and friends. I’m going to do my best to 
give you the most accurate information as soon as I know it. As of right now [NAME] updated hospital 
information. 


Each of us will react to [NAME]’s death in our own way, and we need to be respectful of each other. Some of us 
may have known [NAME] well, and some of us may not. But either way, we may have strong feelings. You might 
find it difficult to concentrate on schoolwork for a little while. On the other hand, you might find that focusing on 
school helps take your mind off what has happened. Either is okay.  


I want you to know that your teachers and I are here for you. We also have counselors here to help us all cope 
with what happened. If you’d like to talk to one of them, just let me or one of your teachers know or look for the 
counselors in [NOTE SPECIFIC LOCATION] between classes or during lunch.  


We are all here for you. We are all in this together, and the school staff will do whatever we can to help you get 
through this.  


Information about the funeral service will be made available as soon as we have it. If your child wishes to attend, 
we strongly encourage you to accompany him or her to the service. If the funeral is scheduled during school 
hours, students who wish to attend will need parental permission to be released from school.  


If you have any questions or concerns, please do not hesitate to contact me or the school mental health 
professionals. We can be reached by calling [PHONE NUMBER, EXTENSION].  


Sincerely,  


[PRINCIPAL’S NAME]  


 
 
 


ADMINISTRATORS  
Shane M. Kliebert – Chakira Gaines Brown - Meeka Dennis – Shawn Oubre 


Tradition - Honor - Discipline - Excellence  


 
22187 Hwy. 20 


Vacherie, Louisiana 70090 
(225) 258-4900 


 


Shane M. Kliebert 
Principal 


 
Chakira Gaines Brown 


Associate Principal 
Meeka Dennis 
Shawn Oubre 


Assistant Principals 
 
 


 


St. James High School 
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Date:  
 
Dear Parents, 
 
Due to the recent incident at St. James High School l, we will have mental health counselors 


at our school. Please refer to the dates and times listed below. If you feel your child needs to 


speak with a counselor, please complete the bottom portion and return to the office. 


 
Dates Times 


  
  
  


 
 


Detach 
Student’s Name: 


______________________________________________________________________ 


Parent’s Name:   


______________________________________________________________________ 


Phone Number:     


_____________________________________________________________________ 


Area of Concern:  


____________________________________________________________________ 


 
 


ADMINISTRATORS  
Shane M. Kliebert – Chakira Gaines Brown - Meeka Dennis – Shawn Oubre 


Tradition - Honor - Discipline - Excellence  


 
22187 Hwy. 20 


Vacherie, Louisiana 70090 
(225) 258-4900 


 


Shane M. Kliebert 
Principal 


 
Chakira Gaines Brown 


Associate Principal 
Meeka Dennis 
Shawn Oubre 


Assistant Principals 
 
 


 


St. James High School 
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Crisis Management Plan 
Telephone Log 


Date of Incident: ____________________ 
 


Check Box:  
Time 


 
Name 


 
Reason for Call 


 
Action/Response 


Rcvd Made     
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      


 
 


ADMINISTRATORS  
Shane M. Kliebert – Chakira Gaines Brown - Meeka Dennis – Shawn Oubre 


Tradition - Honor - Discipline - Excellence  


 
22187 Hwy. 20 


Vacherie, Louisiana 70090 
(225) 258-4900 


 


Shane M. Kliebert 
Principal 


 
Chakira Gaines Brown 


Associate Principal 
Meeka Dennis 
Shawn Oubre 


Assistant Principals 
 
 


 


St. James High School 
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STUDENT ACCIDENT REPORT 
 
Name of Student 


 
Sex 


 
Grade 


 
School 


 
 


 
 


 
 


 
 


 
Date of Accident 


 
Time of Day 


 
Location on Campus of Accident 


  
 


 
 


 School Insurance:   Other Insurance: 


 
Description of Accident/Student Activity at Time of Accident: 
 
 


 
Supervising Adult(s): 


 
Witness (es): 


 
 


 
 


 
Nature of Injury and Action Taken: 
 
 
 
Type of First Aide Rendered: 
 


Name/Address Person Administering First Aid:                               
 


 
Suggestions for Preventing a Similar Accident: 
 


 
Name of Parent/Relative 
Contacted 


 
Address/Phone of 
Parent/Relative 


Sent Home: 
__________________ 
Not sent home:  
__________________________ 
   


  


  
Additional Information: 
 
 


Signatures required 
 


Signature 
 


Date 
 
Signature of Supervising 
Adult: 


 
 


 
 


 
Signature of Principal: 
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St. James High School 


Crisis Team Response Report 
 
This report is used to document Crisis Management response and submitted to 
Superintendent/district-level designee:  
 
Date of Report_____________  
 
School ___________________________________________________________  
 
Student’(s) Name(s): Parent/guardian  
___________________________ _____________________________________  
___________________________ _____________________________________  
___________________________ _____________________________________  
 
Description of incident (include date, time, place)  
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________  
 
Intervention/Response Activities  
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
__________________________________________________  
 
Follow-up procedures (with student, with student body [if appropriate], with faculty)  
_____________________________________________________________________________________
_____________________________________________________________________________________  
 
Follow-up with parent(s)/guardian(s) of student(s) involved  
_____________________________________________________________________________________
_____________________________________________________________________________________  
 
Other Information  
_____________________________________________________________________________________  
 
Reviewed by Principal:         Date: 


 
 


 ADMINISTRATORS  
Shane M. Kliebert – Chakira Gaines Brown - Meeka Dennis – Shawn Oubre 


Tradition - Honor - Discipline - Excellence  






