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Plan Development and Maintenance 
The Maplehill School and the Executive Director are responsible for the overall 
maintenance of the Plan structure. The School will maintain its own Plan with the 
approval of the Executive Director or responsible official.   

This Plan is based on the Federal Emergency Management Agency’s “Guide for 
Developing a High- Quality School Emergency Operations Plans”  

The most recent the Maplehill School  Emergency Operations Plan (“EOP”) was 
developed in 2024. 

Approval and Implementation 
This is the official Emergency Operations Plan (EOP) for Maplehill School. It replaces 
and supersedes all previous EOPs or Emergency Action Plans/Guides implemented by 
the Maplehill School. This Plan is intended for the official use of the school/district, 
employees, and agencies that assist the district in preparing, protecting, mitigating, 
responding, and recovering from an emergency or disaster. 

This document contains confidential information and is to be used solely by Maplehill 
School officials, local first responders, and selected staff. It is not for public use and will 
not be redistributed without the written permission of Maplehill School. The school 
officials listed in this document are the Plainfield Emergency Management Director or 
an appointed designee. Please refrain from disseminating this document to any agency 
or individual not affiliated with the district or associated with any of the aforementioned 
emergency actions without prior approval from the Superintendent. 

This All-Hazards Emergency Operations Plan has been approved by the Maplehill 
School. 

It is understood that the following agencies will be the immediate responders to 
emergencies within the Maplehill School. The undersigned have approved the contents 
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of the All-Hazards EOP affirming that the agency head or their designee shall carry out 
the responsibilities outlined within the School Crisis Emergency Response Plan. 

 
Maplehill School  Page 5 of 35  

 

 



Joe Astick, Executive Director​ ​  

Maplehill School ​ ​ ​  

 

                                                                                     

Promulgation  
The Maplehill School  Emergency Operations Plan (EOP) is designed as a multi-hazard 
mitigation plan to: 

●​ Protect and preserve life in school and at school- related events off school.  
●​ Protect and preserve property and the environment. 
●​ Stabilize the emergency incident or disaster. 
●​ Recover to pre-incident operating conditions. 

This document outlines the roles and responsibilities of individuals, departments, and 
community partners if an incident should affect the normal operations of the Maplehill 
School . This document further describes the appropriate authorities and best practices 
for the management of situations ranging from small, isolated incidents to large-scale 
catastrophic events. 

This All-Hazards EOP was developed in collaboration with internal and external 
stakeholders and according to local, state and federal guidelines, directives and law.  

The All-Hazards EOP has been reviewed by local emergency response agencies and 
local emergency management officials who are partners with the district in providing for 
a safe and secure community. 

 Introduction and Purpose 
The Maplehill School strives to provide a safe and secure learning and teaching 
environment while maintaining an open and welcoming school. The Maplehill School is 
exposed to different hazards that have the potential to disrupt normal operations within 
the Maplehill School and local community. 

This multi-hazard mitigation plan addresses emergency incidents that range from a 
single person, single facility accident/incident through and including catastrophic 
incidents (involving multiple people, injuries, and/or maintenance) which may require 
large-scale response including securing the entire Maplehill School or the evacuation of 
a school district. 

The All-Hazards Emergency Operations Plan is the basis for emergency management 
of school operations. It contains critical information designed to establish a framework 
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for coordinating an effective and efficient response to any situation threatening lives 
and/or property within the Maplehill School community. This plan is also designed to 
provide guidelines during an emergency and aid in recovery, including restoring 
essential School services should an emergency incident alter or suspend normal 
business operations. 

The effectiveness of the Maplehill School  All-Hazards Emergency Operations Plan is 
the shared responsibility of every member of the Maplehill School community. Every 
member must know their role and responsibility in an emergency, which is reinforced by 
ongoing training and educational efforts. The Maplehill School is committed to providing 
a safe and secure learning and teaching environment while maintaining open and 
welcoming schools. 

Situation Overview 
The content of the Maplehill School  All-Hazards EOP will be based on a risk 
assessment and related background information provided by the Maplehill School  and 
community statistics, including but not limited to the following: 

Location and Demographics 

1.​ Location 

a.​ Individual Care Campus - 1329 John Fowler Road, Plainfield 

b.​ Small Group Campus - 1350 East Hill Road, Plainfield 

c.​ Greatwood Campus Program @ Wolper Hall on Goddard College 
Campus- 61 Loop Road, Plainfield 

2.​ Geographic 

d.​ The Maplehill School sits in central Vermont.  

e.​ CampusMap 
https://drive.google.com/file/d/1E_cWZtNRDnS234indy6mIAm9kjlnYA9s/vi
ew?usp=drive_link 

3.​ Student Population 

f.​ 25 students 

g.​ Grades 4th - 12th 

h.​ The ICP buildings consist of a two story farmhouse, a large multiroom 
building, a detached garage, a barn, a chicken coop, a greenhouse, and 
two equipment sheds. 
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i.​ The SGP building consists of a two story building and equipment shed. 

j.​ The GCP building is a two story, repurposed dorm building on the 
Goddard College Campus. 

k.​ These students are supported by a committed staff and faculty consisting 
of: 

i.​ Teachers and Specialists 12 

ii.​ Administrators 2 

iii.​ Office/support staff 4 

iv.​ Instructional Assistants 10 

v.​ Food Service staff 2 

Staff are on campus from 8 AM to 4 PM with students arriving by 8:30 AM and are 
dismissed at 2:30 PM 

4.​ Designated Areas of Interest 

l.​ Students and staff utilize all school buildings, outbuildings, and campus 
property during the school day.  Also, students travel off campus regularly 
for community-based learning activities. 

5.​ Special Events 

m.​Harvest Supper (end of September)  and the End of the Year celebrations 
(early June) occur annually.  The Harvest Supper takes place at the 
Plainfield Opera House, and the year-end celebration can be either at the 
Opera House or at 1329 John Fowler Road, depending on the weather. 

The Maplehill School is committed to the safe evacuation and transport of students and 
staff with access and functional needs, which includes students/staff with:   

●​ Cognitive or emotional disabilities,  
●​ Medical health (including asthma and severe allergies), and 
●​ Any other disabilities as provided under the ADA and ADAAA.  

The school’s current enrollment of students with access and functional needs is 
approximately 25. However, this number will fluctuate. The school’s current staff with 
access and functional needs is approximately 45. However, this number may also 
fluctuate. Students and/or staff may require additional assistance due to other 
temporary physical limitations such as crutches, wearing casts, etc.  
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Building Information  

The ICP buildings consist of a two-story farmhouse, a large multiroom building, a 
detached garage, a barn, a chicken coop, a greenhouse, and two equipment sheds. 

The SGP building consists of a two-story building and equipment shed. 

The GCP building is a two-story, repurposed dorm building on the Goddard College 
Campus. 

A map of the buildings annotated with evacuation routes and utility shutoffs is included 
in the appendix EMERGENCY]. All appropriate staff must know these locations and 
how to operate the utility shutoffs.  

Threat/Hazard Assessments Summary  

The Maplehill School is exposed to many threats, hazards, and vulnerabilities. All of 
these have the potential for disrupting the school community, causing casualties, and 
damaging or destroying public or private property.  

Disaster conditions could be a result of a number of natural phenomena such as 
earthquakes, floods, severe thunderstorms, severe winter weather, fires, epidemics, 
severe heat, or high winds. Apart from natural disasters, the Maplehill School facilities 
are subject to a myriad of other disaster contingencies, such as derailments, accidents, 
transportation accidents involving chemicals and other hazardous materials, chemical 
oil and other hazardous material spills, leaks or pollution problems, utility service 
interruptions, civil disturbances or riots, terrorism, warfare, applicable criminal acts, or a 
combination of any of these. 

In October 2020, the Maplehill School Crisis Planning team completed a thorough site 
assessment to identify any circumstances in the school or near the campus that may 
present unique problems or potential risks to people or property. The interior and 
exterior portions of all school buildings and grounds have been assessed for potential 
threats/hazards that may impact the site, the staff, and the students. Identified 
threats/hazards have been assessed by risk and likelihood and ranked accordingly.  

The Maplehill School Crisis Planning Team also conducts a culture and climate 
assessment annually to determine student and staff perceptions of safety and identify 
problem behaviors that need to be addressed.  

The following page briefly discusses the Maplehill School high-priority threats/hazards 
of Vehicle Accidents, Standard Response Protocols, Delays and Cancellations, Power 
Outages, Winter Driving, Safe Swimming Protocols, NARCAN administration, and other 
general personal safety scenarios, Threat-specific annexes, addressing specific 
procedures for each identified hazard, begin on page 12. 
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High Priority Hazards 

Hazard Type Description 
Accidents/Medic
al Emergency 

accident/serious injury communication protocol 

Active Shooter Run, Hide Fight response protocol 

Standard 
Response 
Protocol 

Standard Response Protocols 

Violent Intruder 
Protocols 

 
Emergency Response Crisis Guide 
 

Power Outage Power Outage Protocols 

NARCAN/ Harm 
Reducation 

Naloxone Narcan Opiod Overdose Protocol 

Incident 
Command 
Communications 

Chain of Command - Incident Command 

Swimming 
Protocols 

Swimming Protocols 

Resources  

The Maplehill School leadership and planning team realize the importance of having 
formal/informal agreements in advance in order to access critical resources in the case 
of an incident. The Maplehill School has the following agreements in place with:  

●​ Plainfield Fire and Rescue 
●​ Vermont State Police 
●​ Washington County Mental Health 
●​ WCAX Public Notification System 

Planning Assumptions 

6.​ Effective prediction and warning systems have been established that make it 
possible to anticipate certain emergency situations that may occur throughout the 
area. 
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7.​ An emergency could occur at any time. In many cases, dissemination of warning to 
the public and implementation of increased readiness measures may be possible; 
however, some emergency situations occur with little or no warning. 

Concept of Operations 
General 

1.​ The Emergency Operations Plan, based on input from many internal and external 
stakeholders, is built around the five mission areas of emergency management:  

a.​ Prevention: Avoid, deter or stop an imminent crime or threatened or 
actual incident. 

b.​ Protection: Secure the Maplehill School against acts of violence and 
manmade or natural disasters. (Protection focuses on ongoing actions that 
protect students, teachers, staff, visitors, networks and property from a 
threat or hazard.) 

c.​ Mitigation: Eliminate or reduce the loss of life and property damage by 
lessening the impact of an event or emergency. 

d.​ Response: Stabilize an emergency once it has already happened or is 
certain to happen in an unpreventable way; establish a safe and secure 
environment; save lives and property; and facilitate the transition to 
recovery. 

e.​ Recovery: Assist the school affected by an event or emergency in 
restoring the learning environment as well as business continuity. 

2.​ The incident may require coordinated operations with others. The key to 
successful operations is an organized command structure. It is important to 
understand that the school’s command of the incident and the school’s incident 
management structure may change once local emergency responders arrive on 
the scene. The school may transition command of the incident to a more qualified 
Incident Commander (IC).   

3.​ It is critical for school administration officials and all segments of the community 
emergency response system to work together in advance of an incident to 
develop a working relationship and understanding of how the school’s initial 
response would transition into the overall response to a critical incident at the 
school. 

Direction, Control, and Coordination 
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National Incident Management System (NIMS)  

The National Incident Management System (NIMS) is a set of principles that provides a 
systematic, proactive approach guiding government agencies, nongovernmental 
organizations and the private sector to work seamlessly to prevent, protect against, 
respond to, recover from and mitigate the effects of incidents, regardless of cause, size, 
location, or complexity, to reduce the loss of life or property and harm to the 
environment. This system ensures that those involved in incident response/recovery 
understand their roles and have the tools they need to be effective. 

Staff may be the initial first responders during an incident. Adopting NIMS enables staff 
and students to respond more effectively to an incident and enhances cooperation, 
coordination, and communication among school officials, first responders, and 
emergency managers. 

All activities necessary in managing an incident must be organized and coordinated to 
ensure the most efficient response. The Incident Command System (ICS) will be used 
to manage all incidents. 

As part of its NIMS implementation, the Maplehill School and Plainfield responders shall 
adopt the use of the Incident Command System (ICS).   

All agencies and staff that may have a leadership role in this plan will have Incident 
Command training at a minimum level of ICS-100 with documentation.  

All local and the Maplehill School responders who assume roles described in this plan, 
are expected to participate in training and exercising the plan’s procedures. 

In a major emergency or disaster, the Maplehill School may be damaged or need to be 
evacuated, people may be injured, and/or other incident management activities may 
need to be initiated. School officials and staff are expected to take charge and manage 
the incident until it is resolved or command is transferred to someone more qualified, 
usually an emergency responder agency with legal authority to assume responsibility. 
School personnel will seek guidance and direction from local officials and technical 
assistance from state and federal agencies where appropriate. 

Until non-school emergency responders arrive on-scene, the Maplehill School 
Decision-Maker (normally the Executive Director or designee) is responsible for 
activating the All-Hazards Emergency Operations Plan, including common and/or 
specialized procedures, as well as hazard-specific incident plans. The Maplehill School 
Decision-Maker shall designate a Maplehill School Incident Commander with the 
authority to direct all incident activities. The designated Maplehill School Incident 
Commander should be the person most qualified to manage the specific type of 
incident. 
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Once a local municipal emergency responder agency with legal authority to assume 
responsibility arrives on the scene, the Maplehill School Incident Commander should 
transition command to that Incident Commander and move to serving within the incident 
command structure as a representative of the Maplehill School. 

It is critical that local and school officials and all segments of the community emergency 
response system work together in advance of an incident to develop a working 
relationship and understanding of how the school’s initial response would transition into 
the overall response to a critical incident at the school. 

Incident Command System (ICS) 

One component of NIMS is the Incident Command System (ICS), which provides a 
standardized approach for incident management, regardless of cause, size, location, or 
complexity. the Maplehill School School Crisis and Public Safety Teams are organized 
using the ICS framework to work more efficiently with the responders and stakeholders 
in the community. 

Each member of the Incident Command System understands their role as outlined by 
the specific duties of the command staff and general staff: 

School Incident Commander:  

Commands the incident and is the decision-making final authority.  

●​ Assesses the situation and engages appropriate crisis response protocol  
●​ Communicates with school board (if appropriate) 
●​ Monitors implementation of the response plan 
●​ Assigns duties to team according to team structure 
●​ Reviews and approves public information releases with District Communications 

Coordinator  
●​ Coordinates with Director of Operations for the safety of students and staff 
●​ Coordinates with the Communications Coordinator to review and approve 

communication with staff and students 
●​ Approves appropriate requests for additional resources 

●​ Works as the media contact for the school 
●​ Coordinates with the Incident Commander for statements to the press 
●​ Briefs the media after approval from Incident Commander 
●​ Serves as link with the town/state Communications Coordinator  
●​ Provides written statements to use for student, staff, and parent notification 

(works with the Maplehill School Liaison, as needed) 
●​ Coordinates the communication content and dissemination to students and staff 

during a crisis event (works with the Maplehill School Liaison) 
●​ Keeps records of communication requested and released 
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●​ Engages and monitors communication with victims and families 

Student Care and Recovery Officer:  

Serves as the primary contact for supporting agencies. Works closely with the Incident 
Commander. 

●​ Translates as a cultural interpreter for the crisis team and/or community. 
●​ Helps with culturally competent responses and trains staff on cultural awareness. 
●​ Helps facilitate meetings with students, parents, and community, as needed. 
●​ Coordinates the communication content and dissemination to student and staff 

during a crisis event (works with PIO) 
●​ Provides onsite counseling and intervention 
●​ Determines need for outside mental health support 
●​ May need to reach out to outside firm for assistance  

Operations Team Leader:  

Directs all actions to meet the incident objectives. Works closely with the Incident 
Commander (IC). Monitors evacuation and Parent/Student Reunification. 

●​ Assists Incident Commander 
●​ Chairs or co-chairs the Maplehill School Planning Team meetings 
●​ Provides expertise in linking team to the appropriate critical response guidelines 
●​ Leads the development of the response and intervention to include physical and 

psychological interventions 
●​ Leads or provides the functions in the Operations section 
●​ Reviews effectiveness of response and interventions 
●​ Coordinates with Planning and Logistics coordinator to assure resources are 

available 
●​ Leads team in debriefing after a crisis occurs 
●​ Documents activities 
●​ Provides accounting and long-term care for all students until reunited with 

parents/caretakers 
●​ Designates a Reunification Site/Center 
●​ Provides for systematic and efficient reunification of students with 

parents/caretakers (checks and verifies ID with name listed on student 
emergency card) 

●​ Maintains a student release log 
●​ Coordinates proper documentation for authorization for medical transportation 

and treatment 

School Safety Officer/ Campus Point Person/ Campus Coordinator:  

Works under the direction of Operations Team Leader 
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●​ Security or designee will verify all doors are locked in person, if necessary 
●​ Crowd management plans must anticipate many scenarios, including the need to 

cordon off areas to preserve physical evidence or to manage increased vehicular 
and pedestrian traffic 

●​ Collaborates with first responders 
●​ Secures incident site, perimeter 
●​ Works with local law enforcement 
●​ Supervises crowd and traffic control and access management  
●​ Supervises safe and organized movement of students and staff, as needed 
●​ Assist in verifying emergency authorized person(s) to authorize student pick-up 

Planning: 

Collects, evaluates and documents information about incident, including status of 
students, staff and maintenance; coordinates demobilization of Incident Command 
System (ICS) response. 

●​ Processes and organizes all incident information, including staff, student and 
facility status 

●​ Maintains ICS status boards and the Maplehill School site map 
●​ Collects and archives all incident documents 
●​ Keeps records of communication requested and released 
●​ Tracks equipment and personnel assigned to the incident 
●​ Checks in all resources (incoming equipment, personnel and volunteers) 
●​ Coordinates orderly and safe release of assigned resources and deactivation of 

incident response at the site 

Logistics:  

Provides all resources, services and support required by the incident. Works closely 
with IC and Logistics Director. 

●​ Leads or provides the functions of the Logistics section 
●​ Works with the Maplehill School Maintenance 
●​ Works with office personnel for supplies and equipment needs 
●​ Monitors supplies and equipment needs 
●​ Coordinates access with the Maplehill School personnel 
●​ Coordinates access to and distribution of supplies during an emergency 
●​ Documents activities of Logistics section 
●​ Implements School Planning Team, as needed 
●​ Coordinates the communication content and dissemination to student and staff 

during a crisis event 
●​ Works with and Student Care & Recovery Coordinator to determine appropriate 

content and means of communication 
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●​ Provides written statements to use for student, staff, and parent notification 
(works with Communications officer as needed) (i.e. fact sheet, parent letter) 

●​ Monitors communication dissemination plan 
●​ Considers information and responses needed by office personnel 
●​ Coordinates requests for copying, documentation instruments, parent letters, etc. 
●​ Locates identified support supplies to help implement critical response plan 
●​ Purchases or delegates to procurement to purchase necessary supplies 
●​ Coordinates the acquisition, preparation and distribution of food and water during 

secure school 
●​ Assesses supply resources at site, including food and water 
●​ Procures supplies and provides personnel, as requested, including volunteers 
●​ Arranges transportation for staff, students and supplies 
●​ Coordinates the assembly and transport of students 

Maintenance: 

●​ Coordinates site repairs and use of the Maplehill School maintenance 
●​ Knows floor plan of building and locations of shut-off valves (e.g. gas, electrical, 

furnace, alarm system) 
●​ Restores utilities 
●​ Arranges for debris removal. 

Emergency Medical Coordinator: 

●​ Assists first responder with triage and medical care 
●​ Establishes safe triage area 

 

Organization and Assignment of Responsibilities 
The responsibility for the safety and security of the Maplehill School community is a 
shared responsibility between the School Board, administration, faculty, staff, students, 
families, community responders and partners. Each party must know their role and 
responsibility in an emergency within the Incident Command System from the Incident 
Commander to those directly responsible for supervising students, the teachers. 

Faculty And Staff Responsibilities 

●​ Know the emergency operations documents.  
●​ Direct students to inside or outside lockdown/shelter/assembly/evacuation 

locations according to the Maplehill School guidelines and/or instruction provided 
by the Incident Commander or designee. 

●​ Account for students and report to the Operations Team Leader. 
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●​ Obtain first-aid services for injured students; and rendering first aid within their 
scope of training and/or certification. 

●​ Assist in the safe and secure reunification of students and their parents as 
needed. 

Other roles and responsibilities are outlined within the Incident Command System under 
Direction, Control and Coordination. 

Maplehill School Crisis Team 

Maplehill School has established a team of senior leadership members who will lead 
Maplehill School’s response during an emergency/critical incident. This team includes 
the following individuals:  

 
Contact Numbers  
Joe Astick 
Incident Commander 

802-279-4918 
 

SGP: Ryan Gillard 
Campus Coordinator 

802-249-9115 

SGP: Jim Gerstman 
Dean of Students 

802-917-2113 
 

ICP: Daniel Drew 
Campus Coordinator 

323-271-0217 
 

ICP: Stuart Wright 
Dean of Students 

802-579-6511 

GCP: Matt King 
Campus Coordinator 

802-379-1563 

GCP: Brooke Hallock 
Dean of Students 

802-279-8055 

 

Critical Response Chair 

●​ Convenes scheduled and emergency team meetings, oversees both broad and 
specific team functions. 

●​ Ensures that the required resources are available to each member for assigned 
duties. 

Assigned Chair: 

Executive Director, Joe Astick 

Emergency Operations Center 
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Depending upon the location and scope of the incident, the the Maplehill School has 
identified the following locations for an Emergency Operations Center.  

1329 John Fowler Road Plainfield, VT 

1350 East HIll Road Plainfield, VT 

123 Pitkin Drive at Goddard Campus Plainfield, VT 

Activation of the EOC will be determined by the Incident Commander, or designee.  

Administration, Finance and Logistics 
The Maplehill School is responsible for establishing the administrative controls 
necessary to manage the expenditure of funds and to provide reasonable accountability 
and justification for expenditures made to support incident management operations. 
These administrative controls will be implemented in accordance with the established 
fiscal policies and standard cost accounting procedures. 

●​ The Section Chiefs assigned to the Emergency Operations Center 
([Superintendent/Independent School Head] Office or alternate location) will 
maintain accurate logs recording key incident management activities including: 

o​ Significant changes in the incident situation; 
o​ Major commitments of resources or requests for additional resources from 

external sources; 
o​ Issuance of protective action recommendations to the staff and students; 
o​ Evacuations; 
o​ Casualties among students, faculty, staff, or visitors; 
o​ Containment or termination of the incident. 

●​ If the Maplehill School resources prove to be inadequate during an incident, the 
Maplehill School will request assistance from local emergency services, other 
agencies, and business in accordance with existing mutual aid agreements and 
contracts. Such assistance includes equipment, supplies, and/or personnel. All 
agreements are entered into by the Executive Director or designee only and must 
be in writing. Agreements and contracts will identify the appropriate Maplehill 
School administrators authorized to request assistance pursuant to those 
documents. 

Information Collection, Analysis, and Dissemination 
Internal Partners 

The Maplehill School Crisis Planning Team develops and oversees the emergency 
planning efforts at the Maplehill School. The following groups also support these efforts: 
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●​ Executive Director: Responsible for carrying out the priorities of the school plan 
and leading the school planning team.  

●​ Campus Coordinators and Deans : Supports leadership or may act as a delegate 
for [Superintendent/Independent School Head] in certain emergency situations. 
During incident response, oversees attendance and safety of students and staff 
for their assigned location. 

 

External Partners 

●​ State Agency Education Partners: Includes relevant State of Vermont Agencies, 
such as the Agency of Education, Department of Public Safety, Vermont School 
Safety Center to streamline communication with State leaders and connect 
districts with technical supports in certain emergency situations.  

●​ Other State Agencies and Partners: Agency of Transportation, Department of 
Mental Health, Vermont Department of Health, Vermont Hazardous Materials 
Response Team, etc. Incident and district specific.  

Additional Mechanisms for Information Sharing 

Depending upon the threat, the school’s response will begin with an inquiry but could 
also evolve to an investigation requiring assistance from law enforcement.  

An “Emergency Response Plan” is posted in every classroom, office and major use 
area for faculty and staff. There is also a one-page quick reference document in all 
common areas with the purpose of providing a quick plan of responses to identify select 
threats or hazards. 

Education, Training and Exercises 
The Executive Director or designee and staff shall develop and implement a staff 
training program. The goal of this program is to create awareness and enhance the 
knowledge, skills, and abilities of all employees required to mitigate, prevent and protect 
against hazards and to respond and recover in the event of an incident. 

Annually, employees are trained in the following (if applicable) 

●​ Faculty and staff review of the Maplehill School emergency operations plan and 
their designated responsibilities under the plan; 

●​ Safety orientation for new administration, faculty, and staff CPR/First Aid review 
or certification, and OSHA Bloodborne Pathogens training for all identified 
employees by the Maplehill School  

●​ Hazing, Harassment, Bullying 
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●​ FERPA 

The Maplehill School follows the school safety drill requirements as designated by the 
Vermont School Safety Center, Vermont’s Agency of Education and Vermont’s 
Department of Public Safety, Division of Fire Safety.   

Warning, Timely Notifications and Communications 
In the event that a situation arises on and/or off school grounds, it is the judgment of the 
School Safety Team, if the situation constitutes an ongoing or continuing threat, and 
whether a district- or school-wide timely warning will be issued. Decisions to make 
timely warnings will be made on a case-by-case basis in light of all the facts surrounding 
a crime or other emergency situation. In the event of an emergency incident, the school 
safety team will activate the Maplehill School Crisis Planning Team to develop an 
appropriate action plan.  

The school safety team is responsible for determining the content, timing, and tool(s) 
used for the different audiences depending on the timing, cause, size, location, and 
complexity of the emergency.  

All emergencies have three distinct time periods in which action/reaction occurs. The 
National Preparedness System defines these phases as; Mitigation, Preparedness, 
Response and Recovery. During all phases of an emergency, it is imperative for the the 
Maplehill School to continuously keep the school community alert, informed and 
reassured.  

PHASE A Mitigation: 

(ADVISORY):​
Administrative alert of a potential, impending, or actual event that can be handled 
by personnel working in the area where incident occurred. 

School planning team actions: Be aware. No response necessary unless instructed to 
respond. 

Staff actions: Continue normal duties. 

Example: Isolated power outage being handled by limited onsite staff. 

PHASE B Preparedness: 

An emergency event that requires personnel from other departments to assist in the 
response. 

School planning team actions: Inform your personnel about the emergency and 
coordinate departmental response when directed to do so. 
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Staff actions: Remain on duty, report to your immediate supervisor and follow their 
instructions. You may be asked to assist with the rescue of faculty, visitors, students, 
and personnel from harm. 

Example: Isolated fire resulting in partial evacuation requiring coordination of 
several responding departments. 

PHASE C Response: 

Response to an emergency that requires additional staff and resources from off-site. It 
establishes mechanisms to utilize city support. In these events, outside agencies 
typically get involved. An internal Command Center is set up, and normal school 
operations are significantly impacted or altered. 

School planning team actions: Inform your personnel about the emergency, assess 
departmental resources and staffing, call in additional staffing as needed and coordinate 
departmental response when directed to do so. 

Staff actions: remain on duty, report to your immediate supervisor and follow their 
instructions. You may be asked to assist including the rescue of faculty, visitors, 
students, and personnel from harm. You may be asked to assist in other departments. 

Example: A building evacuation due to fire or other building emergency where 
occupants may be displaced for a period of time. Response from personnel not 
currently onsite may be needed and coordination between several departments is 
imperative. 

PHASE D Recovery: 

Recovery includes all actions you take to keep your school safe and return your 
operations to normal. Some actions will be immediate, like those taken to stop a 
life-threatening event or to protect your community from further injury. Other actions will 
take longer. If your school has been damaged, it will need to be repaired or replaced. 
How difficult your recovery is depends on how much preparedness you have done. 

Command and Control 
The Executive Director has ultimate authority to implement and command actions 
required by the All-Hazards EOP unless authority is delegated to another administrator 
in her/his absence.  
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Delegation of Authority 
In the absence of the above-named Incident Commander, the delegation of authority for 
the Maplehill School closings and all emergency situations progresses in the following 
order:Media, Press Releases, Public Disclosure Guidelines  

 

 
Contact Numbers  
Joe Astick 
Incident Commander 

802-279-4918 
 

SGP: Ryan Gillard 
Campus Coordinator 

802-249-9115 

SGP: Jim Gerstman 
Dean of Students 

802-917-2113 
 

ICP: Daniel Drew 
Campus Coordinator 

323-271-0217 
 

ICP: Stuart Wright 
Dean of Students 

802-579-6511 

GCP: Matt King 
Campus Coordinator 

802-379-1563 

GCP: Brooke Hallock 
Dean of Students 

802-279-8055 

 
 

In the event of emergency incident or other crisis, communication with television, radio, 
newspapers, public and parents will be handled by the following personnel: 

The Executive Director or designee. 

If approached, all personnel must direct questions to those identified above who 
will manage all media and public disclosures. 

Persons with intimate knowledge of serious situations must promptly share the 
information with the Executive Director or designee, who are often the first people 
contacted by the media and/or the public. The Executive Director, or designee, will work 
with all appropriate personnel (and emergency first response agencies if appropriate) to 
share consistent and strategic messaging. Only designated Maplehill School officials 
are authorized to speak to the press or media.  

 

School Planning Team Roles and Responsibilities  
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Basic Information about Communication: 

During a crisis what is communicated and how it is communicated, both to the the 
Maplehill School community and to the broader public, are critical. While the the 
Maplehill School Planning Team is responsible for making decisions regarding the 
method, timing and content of communication, faculty and staff play an important part in 
supporting this overall communication. The Executive Director is generally the 
spokesperson who provides information to the media. 

During a crisis the following guidelines will aid in effective communication: 

●​ Remain calm, whether around adults or children. 
●​ Know that the Maplehill School Planning Team will keep you informed as events 

unfold. 
●​ Communicate only factual information to parents, students and others.   
●​ Follow the the Maplehill School Planning Team’s instructions regarding referral of 

parent calls to designated persons. 
●​ Be assured that administrators will give you strategies and guidance for helping 

students through the crisis. 

Only the designated spokesperson, the Executive Director may speak to the media.  

For any incident, the Maplehill School Planning Team will: 

●​ Convene to go through the initial checklist (below) and determine if the 
appropriate team is assembled based on the event.  

●​ Be responsible for clearly defining action steps and a point person for each 
action step as well as associated follow-up.  

●​ Point person briefs assembled group. 
●​ Meet the following checklist: 

Checklist: 

●​ Is this the appropriate team to respond to this particular event?  
●​ Are there any special timing considerations?  
●​ Do the needs of our communities differ? (Faculty/Staff?)  
●​ Is there a response team needed upon return to school?   
●​ How will the group be in touch over the course of the next couple days?  
●​ Who are the point person(s) who will respond to ongoing communication from 

constituents?  
●​ Are there any other pre‐planned communications (email, social media, etc.)? If 

so, what do we need to do to reschedule and/or redraft them?  
●​ Do we need to make any contingency plans?  
●​ Do we need legal advice and/or an outside public relations consultant? 
●​ What have we missed?  
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Outreach Communication Structure  

In a crisis situation, any person answering the phones or other inquiries should do so in 
a calm, professional tone that indicates the Maplehill School is handling the situation 
effectively and appropriately. The Maplehill School has implemented the following 
procedures to aid in effective communication: 

●​ The Maplehill School Planning Team will provide the Communications 
Coordinator or designee with a scripted message for answering calls related to 
the crisis or relaying the call to someone who can better respond to the caller’s 
concerns. 

●​ If the caller wishes further information beyond the scripted message, the call is 
directed to an appropriate person. Depending on the situation, the Maplehill 
School Planning Team may ask for the call to be referred to the Operations 
Manager to answer calls. 

●​ A log of all phone calls should be kept in order to assess the responses of 
parents and others. Anyone receiving calls should keep a log. The log should 
include date, time of day, caller’s name, nature of the call, and anything else that 
seems important. For example: was the caller particularly angry or emotional? 

●​ The person answering the phone must be polite and professional, yet not get 
drawn into a conversation about the issue, especially when the callers are 
parents or others who are well known in the the Maplehill School community. 

●​ If anyone from the media calls, the person answering the call directs them to the 
Incident Commander, announcing who is calling before transferring the call. 

Releasing Information in General 

The school planning team will get as much information about the situation as possible 
and provide updates whenever possible; before releasing any information, employ 
reliable sources to verify facts, spelling of names, and explain educational jargon (if 
applicable). 

Communication directed to any or all of the groups identified below should be written 
down even when the message is delivered verbally. These written notes ensure that 
important ideas are communicated, ensure accuracy, and help to curtail rumor. 

The School Planning Team will decide the central message Maplehill School wants to 
communicate and use that in all internal and external communication. At the discretion 
of the School Planning Team, the messaging broadcast system or chain of command 
may be used to communicate information to parents, faculty and staff, and other 
members of the Maplehill School community. 

Handling The Effects Of A Crisis 

Disasters differ in their impact by: 
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●​ Type (natural vs. perpetrated by man) 
●​ Duration 
●​ Degree of personal impact 
●​ Potential for occurrence (or containment) 
●​ Control over future impact 

At the onset of an emergency, the Maplehill School Planning Team follows the 
appropriate response to the specific crisis at hand.  

 

Informing Police Department/Law Enforcement 

Emergency: 911 

Non-emergency: (802) 223-3445 

Vermont State Police:911 

In situations where the media would be involved, all information will be conveyed by the 
Executive Director or authorized designee.   

Informing School Board 

The Executive Director will notify the Board of Directors of any major incidents. 

Informing Students 

The Executive Director will be responsible for informing students, as necessary. 

Informing Non-Emergency State Agencies 

The Executive Director will notify the Agency of Education of major crisis events, as 
necessary 

Working With the Media During A Crisis 
The Basic Plan 

●​ Gather information as events unfold. 
●​ Assess the facts with key persons (attorney and Superintendent, for example) to 

determine what is known and what will be communicated to the entire Maplehill 
School community and how to handle public responses. 

●​ Prepare background information and use the Maplehill School policy statements 
on the issue. 

●​ Determine what information will be communicated to media. Decide on a key 
position statement to work into all communication. 

●​ Decide the best method of releasing the information: press release, press 
conference, face-to-face interview, parent meeting. 
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●​ Keep the Maplehill School community informed of any media coverage. 
●​ Remind the Maplehill School community that only the designated spokesperson 

may speak with the media. 

Record Of Distribution 
The Executive Director or designee is responsible for distributing (electronic and hard 
copy) records to members of the Maplehill School Crisis Teams, appropriate faculty and 
staff, local emergency first responders, and emergency management officials. Such 
records are kept on the organization’s Google Drive and reviewed annually. 

 

 

Record Of Changes 
CHANGE 
# 

DATE REVISION MADE 
BY: 

REVISION: 

1 7/15/25 Joe Astick Incident Command contact 
information updated 

2 7/15/25 Joe Astick Eliminated PIO (Primary 
Information Officer) and 
combined with Incident 
Commnder roles 

3 7/15 Joe Astick Updated student enrollment 
from 31 to 25. 
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CHANGE 
# 

DATE REVISION MADE 
BY: 

REVISION: 
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School Map 
EOP Maplehill Campus Map.pdf 
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Threat-Specific Annexes 
ANNEX: MEDICAL EMERGENCY 

PURPOSE 

1.​ Prepare all district personnel for the possibility of a medical emergency. 

SCOPE 

2.​ Have procedures in place in the event there is a medical emergency on school prop
erty. 

CORE FUNCTIONS 

3.​ Protective Actions/Procedures that may be activated: 
a.​ Activate School First Responders 

4.​ Procedures for a medical emergency: 
a.​ Initial Actions: 

i.​ When a medical emergency is encountered immediately notify the prin
cipal or front office with information about the patient (age, sex, 
complaint or injury, location)  

b.​ Principal: 

i.​ Direct staff to call 911, if necessary, and provide appropriate 
information to responders  

ii.​ Send school staff with first responder/first aid/AED training to the scene  

iii.​ Assign a staff member to meet emergency medical service responders 
and lead them to the injured/sick person. 

iv.​  Notify parent/guardian of the situation, include type of injury or illness, 
medical care given and location where the patient has been 
transported. 

v.​ Ensure student/staff medical information for administrative records is 
sent to the hospital. 

vi.​ Notify the school counselor/District Crisis Intervention Team and 
provide a brief description of the incident. 

vii.​ Advise faculty and staff of the situation (when appropriate). 

c.​  Staff: 
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i.​ Keep students calm and move them away from the person having 
a medical emergency. 

d.​ First Responders: 

i.​ Assume patient care and treat until medical personnel arrive. 

ii.​ Quickly assess the situation. Make sure the situation is safe for you to 
approach. Examples of dangers could include: 

1.​ Live electrical wires  
2.​ Gas leak 
3.​ Building damage 
4.​ Animal threat 

iii.​  Protect yourself against contact with bodily fluids (see Bloodborne Pat
hogens tab). 

iv.​ Administer appropriate first aid according to your level of training until h
elp arrives. 

v.​ Comfort and reassure the patient. Do not move the sick or injured 
unless the scene is unsafe. 

vi.​ If the patient is not breathing or there is no pulse, ask someone to retri
eve the Automated External Defibrillator (AED) and begin 
Cardiopulmonary resuscitation (CPR) or Rescue Breathing until the 
AED is ready to use: 

vii.​ Once the AED is deployed, apply the electrode to the victim’s bare 
chest and follow the AED’s voice prompts and messages. 

viii.​ The AED provides visual and audio prompts to guide you through the 
entire resuscitation process, which should be followed.  

ix.​ If the victim is a child, you should use pediatric electrode pads. If no 
pediatric pads are available, use adult pads instead. 

x.​ Only use an AED on someone whom you would administer CPR on (u
nresponsive and not breathing). 

xi.​ You could give rescue breaths at a rate of 1 every 5 seconds or 12 per 
minute if the patient regains a pulse but is not breathing or is breathing 
slowly. 

xii.​ If the patient regains a pulse and respiration, place him/her on their left 
side and monitor until medical personnel arrive. 
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Emergency Support Functions (Annexes) 
Sample annexes to consider: Accounting for all Persons; Warning, Timely Notifications 
and Communications; Continuity of Operations Program (COOP); Evacuation; 
Parent/Student Reunification; Public Health, Medical and Mental Health; Recovery; 
Security; Shelter in Place 

 

Vermont School Crisis Guide 

 

Emergency Response Protocols  
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Appendix A: Phone Log 
DATE/TIME CONTACT NAME PURPOSE CONTACT NOTES: 
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Appendix B: Critical Resources & School Board 
Contact Information 
MEDIA OUTLETS:WCAX Mass Notification system 

INSURANCE REPRESENTATIVES: Noyle Johnson Montpelier, VT 

VSBIT: 802-223-5040 

INSURANCE CARRIERS:Click or tap here to enter text. 
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Appendix C: Faculty & Staff Contact Information 
NAME TITLE/POSITION CONTACT INFORMATION LAST UPDATED 

Joe Astick Executive Director (802) 279-4918 July 1st, 2024 

Ryan Gillard 
 

SGP Campus 
Coordinator 

802-249-9115  

Jim Gerstman 
 

SGP Dean of 
Students 

802-917-2113 
  

Vivian Stein 
 

ICP Campus 
Coordinator 

917-684-0771 
  

Stuart Wright 
 

ICP Dean of 
Students 

802-579-6511  

Matt King 
 

GCP Campus 
Coordinator 

802-379-1563  

Brooke Hallock 
 

GCP Dean of 
Students 

802-279-8055  
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