
 

August 2015 

 

 

 

 

 

 Medical Emergency Response Plan for __________________ (School name) 

MGL Chapter 69, Section 8a 
 

Date: August 31, 2015 

Contact Information 

Nashoba Regional School District 

Superintendent: Michael Wood 

Email: mwood@nrsd.net 

Phone: 978-779-0539 x3002 

 

School:  

School Address:   

School Principal:   

Email:  

Phone:   

 

Contact Person for the School Plan:  

Email:  

Phone:  

 

Hours of operation 

 School - school year: 

              - summer: 

 Extended Learning: 

 
The Nashoba Regional School District, in an effort to reduce the incidence of life threatening 
emergencies,  has developed a written medical emergency response plan as required under ‘Michael’s 
Law’  (MGL Chapter 69, Section 8a). The Nashoba Regional School District’s (NRSD) School Health 
Advisory Council (SHAC) is the group responsible for developing the state mandated Medical Emergency 
Response Plan. The council is comprised of teachers, nurses, guidance personnel, community 
representatives, parents and students. The council is responsible for designating a subcommittee to 
draft the state required plan which will include but not be limited to the school nurse, the athletic 
trainer, facilities director and local emergency service personnel. 
 
Each Principal/Assistant Principal at NRSD shall provide input to the School Health Advisory 
Council/subcommittee in the development and modification of the plan and will oversee the 
implementation of the plan within their buildings. The plan will be reviewed, modified as needed by the 
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SHAC, and submitted once every three years to the department of elementary and secondary education.  
Each school’s Safety Committee (or sub-committee of School Council or other) consisting of 
administrators, nurses, guidance counselors, administrative assistants, teachers, custodians, parents, 
local public safety officials and students when appropriate, shall meet at least every other month.  
Safety Committees are responsible for maintaining the school’s compliance with the Emergency 
Response Plan and supervising, monitoring and evaluating the school’s safety protocols and emergency  
response procedures.  The committee plans, implements and reviews practice drills as required by the 
ER Plan and recommended by local public safety officials. 
 
Communication:  In order to maintain a method for establishing a rapid communication system linking 
all parts of the school campus Principals, Athletic Director, Athletic Trainer, and the Facilities Director 
carry radios at all times.  Administrators and Coaches are encouraged to use cellular communication 
during the school day and when involved with student activities. Local dispatch numbers are to be 
posted in the athletic medical kits transported to each sports event and made available to all staff 
supervising student activities.   
 
 

● Bolton dispatch number: 978-779-2276  
● Stow dispatch number: 978-897-4545 
● Lancaster dispatch number: 978-368-1411 

● School Contact (Health Office) Telephone Numbers: 
o Nashoba Regional High School………………………………………………………978-779-2257 ext: 

3112/3120 
o Florence Sawyer School…………………………………………………………………978-779-2821 ext: 5103 
o Florence Sawyer Emerson Wing……………………………………..…………….978-779-6497 ext: 5107 

o Mary Rowlandson School……………………………………………………………..978-368-8482 ext: 1115 
o Luther Burbank School………………………………………………………………….978-368-7198 ext: 1002 
o Center School…………………………………………………….………………………….978-897-0290 ext: 6109 
o Hale Middle School………………………………………….…………………………...978-897-4788 ext: 2222 

 
Determination of Emergency Response Time to Campus Locations:  In the towns of Lancaster, Bolton 
and Stow, EMS response time to town located fields and buildings are three to five minutes if the EMS 
teams are ‘in station’.  If they are not ‘in station’ the response time is expected to be five to ten minutes.  
Each EMS team will annually be provided with floor plans of each school building in the district as well as 
aerial maps of all sports field locations.   
 
Relevant Contacts and telephone numbers and support resources: (See attachments A and B).  The 
administration in each building is responsible for assessing the immediate nature of the event, 
identifying what intervention is warranted, arranging for support and then contacting the 
superintendent, NRSD’s public information officer. The superintendent, as the district’s Public 
Information Officer, interacts with the community.  Administrators, nursing, guidance, interventionists 
and adjustment counselors assist with post-event support as needed.  Outside crisis response teams will 
be mobilized when necessary. 
 
Efficient Direction of Emergency Medical Services Personnel:  Each building on campus will maintain 
protocols on lockdowns, evacuations, and 911 emergencies.  Protocols will designate a member of the 
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staff to meet emergency medical personnel at the designated door of the building and provide them 
with directions to the location of the emergency.  The principal will annually designate professionals 
within the building to help with post-emergency support. 
 
Safety Precautions to Prevent Injuries in Classrooms and on the Facilities: A toolkit will be maintained 
in the front office or command center of each building by the building administrative assistant.  It will 
contain, but not be limited to: floor plans, lockdown procedures, medical emergency procedures, 
evacuation procedures, (See attachments C and D) a master schedule, important phone numbers, the 
bus roster, staff phone numbers (home and cell) and classroom extensions, Central Office phone 
contacts, teachers’ schedules, signs to set up a triage center, pads of paper, name badges, keys and 
flashlights (See attachment E). In emergency situations the school secretary will be responsible for 
confirmation of current staff attendance. 
 
A First Aid Emergency Response Bag will be maintained in the health office by the building nurse.  It will 
contain but not be limited to: epipens, lists of students with medical conditions and medications, water, 
bandages and dressing supplies, scissors, tape, eye flush, emergency contact information on students 
and staff, a stethoscope, sphygmomanometer, masks, flashlight and ice packs.   
 
Each coach and Extended Learning site supervisor maintains a medical kit which is transported to each 
extracurricular event location.  This kit includes but is not limited to local dispatch numbers, maps of all 
buildings/campuses and sports field locations, emergency script to read to dispatcher and appropriate 
first aid supplies for minor injuries.  
 
Small bags of first aid supplies are distributed to classroom staff annually along with class rosters, and 
the green and red lockdown cards which are used for lockdowns and evacuations. Science labs require 
orientation to safety for all participating students. Safety goggles, gloves, aprons and appropriate 
footwear are required on lab days.  Ventilation fans prevent the inhalation of fumes and all chemicals 
are stored appropriately including the use of acid cabinets. 
 
The School Committee has approved Support Services policies for the district which include but are not 
limited to a Safety Program, First Aid, Emergency Plans, Emergency Closings, Buildings and Grounds 
Security, Authorized Use of School District Equipment, Bus Transportation, School Bus Safety Program, 
Student Conduct on School Buses, an Idling Policy, Student Transportation in Private Vehicles and Head 
Injuries/Concussions (See attachment F). 
 
Cardiopulmonary Resuscitation and First Aid for teachers:  There are several CPR/First Aid instructors 
working in various roles within the district.  The nursing department, through district and grant funding, 
offers CPR/First Aid training classes to NRSD staff several times a year throughout the district both after 
school and at Summer Academy.  Assistance is available to locate other training locations and online 
programs if staff is not able to participate in the classes offered by the school district. District nurses 
willingly supplement the on line training with the hands on demonstration required to receive 
certification. CPR/First Aid trained staff in each building are invited to become members of the Code 
Blue Team to assist the nurse, administrators and first responders in the event of a Code Blue medical 
emergency.  CPR is also taught as part of the curriculum to many of our middle school students. 
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Automated External Defibrillators: A sign listing CPR/First Aid trained staff within the building and the 
location of the AED(s) in the building is posted at the front entrance of the building; next to each AED 
and in the front office. This sign is dated and updated annually or as needed. (See attachment G).  In 
addition, the Athletic Trainer carries an AED on his golf cart at all times during athletic events.  
 
Emergency Response Sequences:  Practice for the emergency response sequences are scheduled 
individually by the building principals in coordination with the Emergency Medical Response Service 
Personnel in each town.  These practice sequences are held at the beginning of each school year and 
intermittently throughout the year with evaluation and modification occurring when needed. 
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Attachment A: 
 
 
 
 
 

 

 
IMPORTANT TELEPHONE NUMBERS 

 

IF IT IS NECESSARY TO CONTACT THE POLICE OR FIRE DEPARTMENT, PLEASE REPORT: 
o Your name, name of school, location of emergency, then answer dispatcher’s 

questions. DO NOT Hang up until you are told to do so. 
 

EMERGENCY NUMBERS: 
 

Police, Fire, Emergency Personnel……………………………………………………………..911 
 

Bolton Police  Dispatch Number…………………………………………………………………978-779-2276 

Bolton Fire Department Business Number…………………………………………………978-779-2276 
 

Lancaster Police Direct Line…………………………………………………………………..…..978-772-1900 

Main Office……………………………………………………...…………….…..978-365-6308 

                          Dispatch Number………………………………………………………….……..978-368-1411 

Lancaster Fire Department Business Number…………………………………………….978-368-4003 
 

Stow Police Dispatch Number…………………………………………………………………….979-897-4545 

Stow Fire Department Business Number……………………………………………….……978-897-4537 

Superintendent’s Office……………………………………………………………………………..978-779-0539    
Ext: 3002 

Facilities Manager………………………………………………………………………………………978-779-0539   
 Ext: 3005                                                    

Transportation Coordinator (First Student)………………………………………………..978-365-3027 

Nurse Leader………………………………………………………………………………………………978-897-0290    
Ext: 3039                                                                                                                    

School Main Telephone Numbers: 
Nashoba Regional High School……………………………………………………………………978-779-2257 
Florence Sawyer School………………………………………………………………………………978-779-2821 
Florence Sawyer Emerson Wing………………………………………………………………...978-779-6497 
Mary Rowlandson School…………………………………………………………………………..978-368-8482 
Luther Burbank School……………………………………………………………………………….978-368-7198 
Center School……………………………………………………………….…………………………….978-897-0290 
Hale Middle School………………………………………………………….………………………...978-897-4788 
Extended Learning………………………………………………………….…………………………. 978-779-0539 ext: 3356 
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Attachment B: 

 

NRSD/Fire/Police/EMS Contacts - August 2015     

Name Town Phone Number Cell Phone Email 

Bolton 

John Mentzer Bolton Fire Chief 978-779-5500   jmentzer@bolton-ma.gov 

Dave Farrell Bolton Fire/EMS 978-779-2203   dfarrell@bolton-ma.gov 

Vincent Alfano Bolton Police Chief 978-779-2276   valfano@bolton-ma.gov 

Margaret Diaz Bolton EMS Director 978-779-7801 978-618-6622 mdiaz@bolton-ma.gov 

Stow 

Joseph Landry Stow Fire Chief 978-897-4537   FireChief@stow-ma.gov 

William 
Bosworth 

Stow Police Chief 978-897-4545   stowchief@comcast.net 

Judson Swinimer 
Stow Dept. Admin/EMS 
Coor. 

978-897-4537   jswinimer@stow-ma.gov 

  

Mike Hanson Lancaster Fire Chief 978-368-4003   mhanson@lancasterfd.net 

Ed Burgwinkel Lancaster Police Chief 978-365-3608   eburgwinkel@lancasterma.net 

NRSD 

Michael Wood NRSD Superintendent 
978-779-0539 
x3002 

978-265-4508 mwood@nrsd.net 

George King 
NRSD Asst. 
Superintendent 

978-779-0539 
x3008 

508-958-3825 gking@nrsd.net  

William Cleary NRSD Director of Facilities 
978-779-0539 
x3005 

781-223-1980 wcleary@nrsd.net 

Donna Linstrom NRSD Health Coordinator 
978-897-0290 
x3039 

508-932-6871 dlinstrom@nrsd.net 

Tania Rich NRSD Athletic Director 
978-779-2257 
x3102 

978-875-0248 trich@nrsd.net 
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Attachment C: 

 

 

911 "CODE BLUE" MEDICAL EMERGENCY PROCEDURE 
SCHOOL_________________    YEAR________________ 

 
 

ACCIDENT OCCURS - Teacher in charge notifies the nurse via phone (x_____) or 
radio. 

● Stay with the injured/ill person 
● DO NOT MOVE the person unless in imminent danger 
● Maintain the privacy of the persons involved 

 1. SCHOOL NURSE 

  A. Reports to the scene 
  B. Determines whether to notify ambulance, police or  
   fire department and if the CODE BLUE TEAM 
   (CBT) is needed. 
  C. Notifies Secretary to call 911 

  D. Notifies the Secretary to announce "Code Blue" on 

   intercom 
  E. Notifies Secretary when "Code Blue" is concluded 

2. ADMINISTRATOR or Designee 

A. Administrators contact the secretary to inform her of their location                    
and stand by for further instructions; designates person to meet/escort 
EMS to scene if custodian not present 
B. Serve as liaison to (town)_____ Police Dept., Fire Dept., EMTs 
C. Administrator will notify the District’s Central Office 
D. Administrator will notify (partner)_____ School to standby to assist 

as needed 
E. Administrator/school official will inform public of event details when 

possible/as appropriate. 
 3. SECRETARY 
  A. Announces over the intercom "CODE BLUE" and where 
  B. Calls the ambulance when notified by the school  
   nurse or designee (Dial 911) 

  C. Copies emergency medical sheet for ambulance crew 
  D. Calls parents or guardian as directed by nurse 
  E. Notifies by telephone the Principal, Asst. Principal 
  F. Secretary alerts nurse at __________ School at _____ (ext) 
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G. Informs all incoming callers that a medical emergency is taking 
place and no calls can be connected. 
H. Announces when the CODE BLUE is over using the intercom and 
that normal activities may resume. 

 4. CUSTODIAN 
  A. Reports to office 
  B. Directs traffic 
  C. Escorts the EMTs to emergency site 

  D. Is to be prepared for possible clean-up of Biohazard Material 
 5. CODE BLUE TEAM 
  A.  Code Blue Team reports to the area as prearranged 
  B. Any teacher near a Code Blue Team member is requested to 

   fill in until substitute arrives 
C. Teachers on prep period should report to the main office for  
assignment if necessary 
D. Code Blue Team at ___________ School includes: 

(List members here) 
 
 

       

 Teachers and specialists must hold their students in the classrooms until further 
instructions are given over the intercom.  For example, if CODE BLUE is announced 
and a period is about to end or school day is to close, teachers are to hold their 
students until further direction is given in order to keep the corridors and outside traffic 
ways clear for emergency personnel.  
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Attachment D: 

 

 
EVACUATION/LOCKDOWN/SHELTER-IN-PLACE PROTOCOLS 

  

School________________ Year________ Dispatch Number__________ 
  

EVACUATION: 
  

1.    Alarm sounds or PA evacuation announcement made 

2.    Teachers-take Evacuation folder/bag (class lists, daily attendance, red/green cards, 
etc.), cell phone and/or portable phone, two-way radio, students’ emergency 
medications (i.e. Epipens stored in classroom) 
3.    Turn off lights-close room door.  Designated staff: check bathrooms. 
4.    Quietly exit single file via designated routes (posted in each room). Be prepared to 
use secondary exit route if necessary. 
5.    Reminder:  Students may not go to lockers.  All belongings should be left behind. 
6.  Elevators are not to be used.  Evacuation of persons with limited mobility from upper 
floors:  If able, sit and lower self step by step with staff assist.  Alternative method:  
Trained staff carry person down stairs in emergency sling chair (Tuk-N-Kari). 
7.    Last teacher exiting closes corridor/external doors 
8.    Custodians check/sweep building as assigned 
9.    Report to designated area: _____________________________________________ 
10.    Take attendance. If all students and staff are PRESENT, hold up GREEN card. If 
students and/or staff are MISSING or there are ADDITIONAL students/staff with you, 
hold up RED card.  Principal/Administration/secretary/nurse will follow up on all red 
cards. 
11. All staff:  Report any missing staff to Command Center (admin/police/fire personnel) 

12. Visitors/Guests:  Secretary checks visitor presence against sign-in log.  Report 
absences to Command Center 
13. Wait until instructed by Principal or Public Safety Official in charge before re-entering 
the building. 
   

If the evacuation takes place during a lunch or special period, teachers whose students 
are eating lunch/at special should meet students in the designated areas; then follow 
steps 9-11. 
  

If evacuation takes place during the change of classes, students should exit the building 
with the nearest teacher.  Once safely outside the building teachers/students should 
report to their designated area; then follow steps 9-11. 
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LOCKDOWN: 
  

Announcement from Command Center/Administrator: “The Building is in LOCKDOWN, 
please follow lockdown procedures. Students and Staff remain in place”. 
  

Person who witnesses an intruder or other threatening situation will: 
SEEK SAFETY - do not put yourself in danger.  If able: 
●     Alert the main office (suspicion) or police (gun, gun shots or violent act) 

○     Identify and share the intruder’s location, if known 
○     Call 911 – call will not go to local dispatcher from cell phone.  Be prepared to report 
location to State dispatcher. 
 
  
●     Lockdown the school: Inform from classroom 

○     Check hallway, bring anyone you see into the room,  shut and lock doors & windows, 
pull shades, shut off lights, move students away from any line of sight, silence cell 
phone, insure room occupants remain still and silent 
○     Barricade and secure: 

■     wedge the door 

■     bind the door opener 
■     place furniture in front of door(s) 

●     include doors between classrooms 

●     assign students to assist process (grade three and up) 
○     Remain focused on your safety and that of your students 

■     Do not attract attention to you or your students 
  

●     Inform the Main Office/Command Center of what you are hearing  
○     Listen to announcements for additional information 

● Before/After school hours: Call 911, radio colleagues in other areas if possible to 
alert them of dangerous situation 

● Remain quiet in secure location until directed by authorities - could take an 
extensive period of time 

● Do not open door until you are certain that law enforcement officers are present 
 
  

●     Counter:  [IF in imminent danger of being harmed, room is breached/entered by 
intruder] 
○     Hurl objects at the intruder; distract, deter, disarm to escape, not to subdue him/her 
○     Create a commotion: run around the room; run out of the room 
  

●     Evacuate [IF in imminent danger of being harmed, room is breached/entered by 
intruder] 
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○     Decide to evacuate if you believe it is the best option based on your judgment of 
your situation or on information received. Get out as fast and far from the building as 
possible 

■     Exit the building any way you deem appropriate 
■     Concentrate on leaving; noise is not your enemy 
■     Find a safe zone far from the building, hide until directed by law enforcement 
officials 
 

This approach is not meant to be “step by step” but rather these are steps to consider 
when trying to keep safe.  Adults should decide the best action to take based on the 
information that you have. 
 

 

SHELTER-IN-PLACE: 
 

Announcement from Command Center/Administrator: “Students and Staff – please 
Shelter In Place - remain in your current location until further notice”. 
          

1.    Teachers: Check hallways; bring anyone from hallway into room. 
2.    Close doors. 
3.    Students may continue current quiet activities. 
4.    Wait for further instructions.   
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Attachment E: 

 

 
 

NRSD Emergency Command Center Tool Kit 

School_______________    Year____________   
 

 Floor Plan 
 

 Lockdown Procedure       
 

 Evacuation Procedure 
 

 911 Procedure 
 

 Master Schedule 
 

 Important Phone Numbers (including Central Office) 
 

 Bus Rosters 
 

 Staff Phone Numbers: home, cell and room extensions 
 

 Teachers’ Schedules 
 

 Signs for Triage 
 

 Pads of Paper 
 

 Blank Name Tags 
 

 Building Keys 
 

 Flashlights 
 

 Tape 
 

 Pens/Markers 
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Attachment F:   
 

SECTION E 
SUPPORT SERVICES 

 

EB   SAFETY PROGRAM 
 

EBB   FIRST AID 
 

EBC   EMERGENCY PLANS 
 

EBCD  EMERGENCY CLOSINGS 
 

ECA   BUILDINGS AND GROUNDS SECURITY 
 

EDC   AUTHORIZED USE OF SCHOOL DISTRICT EQUIPMENT 
 

EEA   BUS TRANSPORTATION 
 

EEAE   SCHOOL BUS SAFETY PROGRAM 
 

EEAEC  STUDENT CONDUCT ON SCHOOL BUSES 
 

EEAEF  IDLING POLICY 
 

EEAG  STUDENT TRANSPORTATION IN PRIVATE VEHICLES 
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Attachment G: 

 
CPR/First Aid Trained Staff 

School:       

Year:      

Staff Member CPR renewal First Aid renewal Classroom Extension 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

AED Locations: (fixed or portable):       
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CHECK-IN CENTER 

 

ALL STUDENTS AND STAFF 

MUST CHECK IN UPON ARRIVAL 
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CHECK-OUT  

CENTER 

ALL PARENTS MUST SHOW 

IDENTIFICATION TO PICK UP 

THEIR CHILDREN 
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STUDENT RELEASE FORM 

   Emergency Event Pick-up 

Date: __________ 

Time: __________ 

 

Name of Student: 

_______________________________________________________________ 

Name of individual picking up student: 

_________________________________________________________ 

Type of Identification shown:  Driver’s license_______ 

Other_______________________________________ 

Additional Information: 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

Staff signature: ______________________________________________________ 
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MEDICAL  

AREA 


