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 Emergency Procedures 

 

Parent Information  

Lockdown on Campus 

 

Amelia Island Montessori School’s Preparation 

 AIMS’s emergency plan has been reviewed by our Local Sheriff’s Department and Fire 

Department.  They have visited campus and confirmed the strength of this plan.  

 A full copy of the emergency plan is available for review with the HOS and is on file 

with the Nassau County Emergency Management Office (96135 Nassau Place, Suite 1, 

Yulee.) 

 AIMS Staff is thoroughly trained on this plan and has practiced the drills in order to 

manage students in critical situations. 

 In the first few weeks of school, we will practice these drills with children so they are 

aware of expectations should the need arise.  

 As in all situations in recent news, it is evident what extreme measures teachers and 

staff members go to in order to keep children safe.  AIMS is no different. 

 

Expectations of Parents: 

 Parent adherence to these procedures is crucial to the implementation of this plan. – 

Your cooperation will be greatly appreciated and contribute to smooth operations for 

everyone. 

 It is the parent’s responsibility to complete the emergency card with requested 

information regarding who may pick children up with the appropriate phone number for 

those listed.   

 It is essential that parents inform teachers AND administration of any change in phone 

numbers so the tree does not lose its function should we need to activate it.  Everyone 

is a part of individual class phone trees.  Please keep a copy with you and make yourself 

aware of how to use it. 

 

Should a Lockdown be instituted: 

 Staff members will enact the appropriate response to the situation.  
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 Classrooms will be secured and children will be housed in the safest part of the class / 

building, away from windows and doors. 

 When appropriate, parents will be notified of the lockdown through the emergency 

phone tree.   

 Please do not attempt to call staff on their personal phones.  They will only answer calls 

from administration and their lines must be kept clear.   You may hinder the procedures 

should you attempt to contact them.  They will not return text messages to answer 

questions, as their attention MUST be on all children in their care.  

 Once the lockdown is lifted, parents will be allowed to retrieve their children in an 

orderly fashion and through a designated procedure (see below.)  This will allow 

administration and staff to account for all children upon the close of the event.  Since 

we are housed in three different buildings, officials will be at each site to assist in 

dismissal.   

 

Lockdown Dismissal Procedures 

The safety of everyone is imperative --- 

Therefore it is essential ALL parents follow the defined procedures.  Children will react to your 

calmness.  Please remain so. 

 Please refrain from going to the classroom until it is evident that the dismissal process 

is ready to begin.   We understand your extreme need to get to your child and provide 

them the support they may need.  Your patience is imperative.  We will bring your child 

to the dismissal point in an orderly fashion.  You will not be allowed in the classroom to 

get to your child.  While this may sound harsh, it is necessary to keep children calm and 

assure them they are safe and for the staff to account for EVERY child.  

 ONLY Teachers will dismiss directly to parents (or a designated person only on the 

emergency card).  Assistants and other staff members are to engage children in word 

games or songs and retrieve children as the teacher directs. Depending on the situation, 

personal belongings may be gathered the next day.  

 Your composure and patience is imperative.  Please follow directions of staff and 

officials.  We will be prepared, organized and will need parents to work with us to 

assure every child remains calm while they wait for their parent to arrive. 

 Once you have reconnected with your child, we request you leave campus so that you 

may talk with them privately and calmly reassure them all is well. 

 You may watch your email for follow up information and directions for the next school 

day. 
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Parent Information  
Campus Evacuation of Students 

 

Amelia Island Montessori School’s Preparation 

 AIMS’s emergency plan has been reviewed by our Local Sheriff’s Department and Fire 

Department.  They have visited campus and confirmed the strength of this plan.  

 As recommended by the Nassau County Sheriff’s Department, a copy of the emergency 

plan is on file with the Nassau County Dispatch Office and with the Patrol Commander. 

 A complete copy of the emergency plan is on file with the Head of School and may be 

reviewed at any time through making an appointment. 

 AIMS Staff is thoroughly trained on this plan and has practiced the drills in order to 

manage students in critical situations 

 In the first few weeks of school, practice of these “relocation” procedures will take (see 

next bullet for location details.) with children so they are aware of 

routines/expectations.  It will be a field trip – not a drill as we do not intend to alarm 

children.  In order to keep children calm on this trip please do not make reference to an 

“emergency drill” to your children – even those in Lower and Upper Elementary classes 

(who might understand) because they will talk in front of the younger ones.  The intent 

of this field trip is to familiarize children with the area and learn how to walk to an area 

off campus as a whole school. Then, should we need to use the locations, they will be 

familiar with the path and location.  However, it is vital that the staff be allowed to 

handle this one without volunteers to let us become aware of any shortfalls.  There will 

be officials on the other end to assist when we arrive. 

 Depending on the emergency situation, AIMS will evacuate to the nearby Fire Station 

(Station 20) or American Beach Community Center, or the County Water Treatment 

Facility depending on which is the safest direction.   

 As in all situations in recent news, it is evident what extreme measures teachers and 

staff members go to in order to keep children safe.  AIMS is no different. 

 

Expectations of Parents: 

 Parent adherence to these procedures is crucial to the implementation of this plan. – 

Your cooperation will be greatly appreciated and contribute to smooth operations for 

everyone. 
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 It is the parent’s responsibility to complete the emergency card with requested 

information regarding who may pick children up with the appropriate phone number for 

those listed.   

 It is essential that parents inform teachers AND administration of any change in phone 

numbers so the tree does not lose its function should we need to activate it.  Everyone 

is a part of individual class phone trees.  Please keep a copy with you and make yourself 

aware of how to use it. 

 

Should an Emergency Evacuation be instituted: 

 Staff members will take immediate action based on in-service and preparedness 

practiced.  

 The sheriff’s department will be involved securing the location of the children and 

staff, along with directing traffic. 

 Children will be escorted to the designated location.  They will be kept safe and 

engaged with games and songs.  

 When appropriate, parents will be notified of the evacuation through the emergency 

phone tree.   

 Please do not attempt to call staff on their personal phones.  They will only answer calls 

from administration and their lines must be kept clear to do so.  You may hinder the 

procedures should you attempt to contact them.  They will not return text messages to 

answer questions, as their attention MUST be on all children in their care. 

 A “Check Out Center” will be established for parents to retrieve their children in an 

orderly fashion and through a designated procedure which will depend on the location.  

This will allow administration and staff to account for all children upon the close of the 

event.  This center will be set up to through which to channel all children.  Officials will 

be available to assist in dismissal.   

 Your composure and patience is imperative.  Please follow directions of staff and 

officials.  We will be prepared, organized and will need parents to work with us to 

assure every child remains calm while they wait for their parent to arrive. 

 Once you have reconnected with your child, we request you leave the off-campus 

location so that you may talk with them privately and calmly reassure them all is well. 

 Please watch your email for follow up information and directions for the next school 

day. 
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Classroom Evacuation Procedures 
 
Each Directress has a prescribed evacuation plan outlining how to account for each child 
during severe weather conditions and drill procedures. This plan consists of having an 
emergency clipboard/folder that is easily accessible upon leaving the classroom with a 
class roster. Immediately upon leaving the classroom and arrival at the designated 
evacuation sight, attendance will be taken to assure accountability of every child.  This 
allows for immediate location of any child should they be in different locations such as 
the restroom, etc.  
 
The following procedures will be followed any time it is necessary to evacuate the 
buildings: 
 
Fire Drill 
The teacher will direct the class to the correct exit door. Walk in a single file.  There should be no 
talking during evacuation in case emergency instructions need to be given.  
 
Class teachers will take roll as leaving the building.   Locate children who may be in other areas, 
i.e. restrooms, peace area, etc. 
 
Observe the exit instructions posted inside the occupied classroom/office door.  All exit doors 
are marked.  Faculty must learn the exiting procedures for all classrooms they use and acquaint 
their students with the evacuation route.  Exit doors for each room have been chosen to allow 
the fastest exit possible considering all the classes using the exits.  
 

1. Close doors. 
2. Go out the nearest exit (see chart in each room)   
3. Never walk against evacuation foot traffic. 
4. Report what you have witnessed along the way 
5. Take roll once you are outside at designated area. 
6. Report number of students to Head of School immediately. 

 
Weather 
 

A.  Hurricanes 
 

 If a hurricane watch is in effect during school hours, the Directress will continue regular 
classroom activities and not alarm the students. 

 If the watch becomes a HURRICANE WARNING or the need for the level of 
preparedness escalates during school hours, the school will be closed and the Emergency 
Phone Tree will be activated.  The AIMS staff and people on the Emergency Phone Tree 
will notify parents and other responsible parties that children must be picked up from 
school within 15 minutes.   

 In the event no one can be contacted to pick up a child, the Nassau County  
Department of Emergency Services will be contacted to arrange for the evacuation of the 
child. 
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B.  Tornado or Severe Thunderstorms 
 

 If a tornado or a severe thunderstorm watch is in effect during school hours, the 
Directress will continue regular classroom activities and not alarm the students. 

 If the watch becomes a TORNADO WARNING for the Fernandina Beach area during 
school hours, all classrooms with glass will be evacuated. 

 Children will be led to inner hallways and bathrooms and assume a crouched position to 
protect heads and faces. 

 If the longevity or severity of the storm warrants school closure, the Emergency Phone 
Tree will be activated to notify parents and other responsible parties that children must 
be picked up from school within 15 minutes. 

 
C.  Lightning 

 
Directresses will clear all play areas until 15 minutes has passes without seeing Lightning. 

     
D.  Flash Floods   

 
In the event of a flash flood, teachers will take children to higher ground. The HOS will 
phone the Nassau County Department of Emergency Services (DES.)  The DES will make 
arrangements for the safe transportation of children. 

 
E.  Blackouts 

 
Each classroom is equipped with a flashlight and/or emergency lightning.  Directresses will 
count children and keep them calm. The HOS will phone Florida Public Utilities and will 
decide if dismissal is necessary based on information from the power company. 

 
 
Injuries 
 
The staff will administer first aid for minor injuries, such as cuts and scrapes. If an emergency 
room or doctor’s office visit is required for major injuries, the Directress will call 911 
immediately, and then take the other children in the group away from the emergency. 
Emergency personnel or the parent will provide transportation to the emergency room. The 
Head of School or Directress will inform the parent of the situation with directions to either 
come to the scene of the accident or meet the child at the hospital. The Directress and Head of 
School will meet with the parents. The Directress or assistant will complete an Accident Report 
form. The Accident Report form is to be signed by the parent and stays in the child’s school 
record. The AIMS staff will not volunteer information to spectators or reporters and will refer all 
questions to the Head of School. 
 
Missing Child 
 
If a Directress suspects a child is missing, she/he will search the area to determine whether the 
child is really missing, and arrange for the search to continue while completing the following 
steps: 
 

a. Contact the parent to ensure they did not remove the child. Ask the parent for 
additional information regarding the child’s possible whereabouts. 

b. Notify the Head of School, police or nearest authority, such as a park ranger or 
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rescue team. Be prepared to give the following: 
1. Current location and contact phone number. 
2. Child’s name, age, address, phone number and description of clothing. 
3. Parents or legal guardians’ names, addresses, and phone numbers. 
4. Directresses’ names and addresses. 
5. Background information. 
6. Complete details of the disappearance, including last known whereabouts and 

actions. 
7. When the immediate emergency has passed, write a statement. AIMS staff 

will not volunteer information to spectators or reporters and will refer all 
questions to the Head of School.  

 
Accidents While Transporting Children 
 
The Directress will stay with the vehicle and the children. The assistant or chaperone will call 
the authorities and the Head of School. AIMS staff will cooperate fully with emergency 
authorities. If an accident occurs in a parent’s vehicle, the parent must stay with the children at 
all times. 

 
Emergency Phone Tree 
 
The Emergency Phone Tree is a network of parents within each class composed of four 
people other than staff, who calls six to eight people and communicate the emergency to 
them. Reports are then made to the HOS. 
 
Emergency Phone List:  Each parent will receive a list of names and phone numbers of 
the families in their child’s class.  This will include the emergency phone numbers of 
people who can pick up a child within 15 minutes. The following phone numbers should 
be on the list: 

a.) Father’s cell 
b.) Mother’s cell 

Please keep a copy at home and at work. 
 
Activation:    If an emergency exists; the HOS will activate the phone tree. The staff will  
                        call the four designated people and implement the tree. 
Instruction:    

a.) Staff should understand the state of the emergency 
b.) Contact the next person below your name on the list 
c.) If a parent cannot be reached, leave a message 
d.) Continue with everyone on the class list 
e.) Inform people that this is an emergency phone tree and the reason for the 

emergency 
f.) Report those parents who could not be reached to the HOS 

 
 


