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Alternative Locations 
 
When an emergency occurs, be prepared to alert parents to the alternate site to which students 
have been moved.  The Parish is to be used in case of school structural damage, natural gas 
leaks, evacuations, etc.  Depending upon the situation, the school could evacuate to the City of 
Galena Park Civic Center. All classrooms have an emergency bag with safety, health, and class 
lists in case of evacuation. 
 

AEDs 
 
There is one (1) automated external defibrillator (AED) in the main office, and (1) right outside of 
the coach’s office. It is located in the hallway of the Gymnasium Building, close to the gym hall 
doors.  
 
All staff members have been trained in CPR, First Aid, and AED use. 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
Transportation Accident or Injury 
 
1. Call 911. 
2. Notify administration and administration makes decision to notify CMT team. 
3. Assist emergency personnel with information and complete any reports. 
4. Notify parents. 
5. Accompany injured to hospital. 
6. Await instructions from administration. 
7. CMT meets to debrief after accident is cleared and all injured are released or securely 

checked in a medical facility. 
 

Emergency Parent Notification 
 
1. Administration alerts administration team. 
2. Administration team and / or campus CMT call parents. 
3. Automated call system will be activated by administration for all situations deemed 

as “urgent” or “emergencies” so that parents might be notified. 
 

Alternate Locations for Pick-Up * AED’S*Emergency Bags     

Transportation Injury * Emergency Notification 
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Assault on a Student or Employee 

 
1. Report incident to Principal. 
2. If the incident is physical, call 911.  If verbal, discuss with victim and parents or adult victim 

about course of action. 
3. Activate CMT. 
4. Isolate witnesses (do not allow them to talk to anyone). 
5. Secure emergency health card/sheet. 
6. Notify parents or first emergency contact. 
7. Inform staff (verbal or written notification). 
8. Update GPPD. 
9. Complete incident report. 
10. CMT meets to debrief at the end of the day/event.  
 

Death or Suicide off Campus 
 
1. Report incident to Principal. 
2. Principal calls campus staff by phone and/or calls a staff meeting. 
3. Activate CMT. Request counselors from other Catholic schools.  
4. Notify Priest and church personnel. 
5. Call an assembly and inform students. 
6. Have counselors on standby. 
7. Have a prayer service. 
8. Keep all informed concerning funeral arrangements. 

9. CMT meets to debrief at the end of the each day following incident. 
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In emergency or disaster situations, DO NOT make any statements to the media until the 

appropriate school administrators have been notified.  Notify the media representative who is 

requesting information that he/she should contact the Archdiocesan Offices. If pressed for 

information, state that you must contact the Archdiocesan Office for information about the 

situation before releasing any statement.  The principal is the official spokesperson for the 

school. 

 
When a statement is made, follow these guidelines: 
 

• Set up a designated area for the media, inform all personnel where the area is so that they 
may send all media people to that area. 

 

• Do not release the names of victims.  Protect the student’s confidentiality rights. 
 

• Be honest.  State only facts.  If facts are not available at the time, say the facts are being 
gathered and will be released later. 

 

• Instruct all personnel to refer questions from the media to the school principal or the 
Archdiocesan spokesperson. 

 

• Always get the reporter’s name, name of the newspaper, or TV station for which they work, 
their work telephone number, a mailing address, and the questions they would like 
answered. 

 
The media has no legal right to be on campus without permission from the principal or 
official representative of the Diocese.  If a member of the media insists on violating the law, 
then contact the nearest police officer. 
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Suicide or Attempted Suicide 
 
1. Call 911. 

2. Notify GP PD. 713-675-3471 
3. Activate CMT. 
4. Isolate the area. 
5. Isolate witnesses. 
6. Suspend class schedules  

(students/staff stay where  
they are). 

7. Notify administration. 
8. Secure emergency/health card. 
9. Notify parents. 
10. Assign separate areas for media, 

parents, counseling. 
11. Notify staff. 
12. Announce the availability of 

counseling and location. 
13. Teachers identify students that need 

counseling. 
14. Document who receives counseling 

and follow-ups. 
15. CMT meets to debrief at the end of  

the day/event. 
 

Death/Homicide 
 
1. Call 911. 
2. Activate CMT. 
3. Remove students from the area. 

4. Preserve and protect crime scene. 
5. Isolate witnesses (do not allow them 

to talk to anyone except 
investigators). 

6. Secure emergency/health card. 
7. Notify parents. 
8. Inform staff (verbal and written). 
9. Update GP PD. 
10. Complete incident report. 
11. CMT meets to debrief at the end of  

the day/event. 
 

 
 
 
Sexual Assault 
 
1. Call 911. 
2. Activate CMT. 
3. Care for victim, but do not touch victim. 
4. Isolate witnesses (do not allow them to 

talk to anyone else but investigators). 
5. Secure emergency/health card. 
6. Notify parents. 
7. Inform staff (verbal and written). 
8. Update GP DP. 
9. Complete incident report. 
10. CMT meets to debrief at the end of  

the day/event. 
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Staff will be trained in these procedures at the start of every school year. 

 
STEP 1 
Contact 911 and Principal or designee _________________________ is the contact 
person if Miguel Sanchez is not on campus. 
 
STEP 2 
Activate Crisis Management Team. Level I Team members are: 
 

• Miguel Sanchez, Principal   (832) 372-7657 

• Pamela Feuge, Teacher    (713) 501-4351 

• Charlotte Walter, Office Staff   (832) 955-5825 

• Yeymi Patiño, School Secretary  (832) 722-2377 

• Sonia Mejia      (713) 517-2121 
 
 

STEP 3 
Contact the following: 
 

• Galena Park Police Department (PPD) (713) 675-3471 or 911 

• Ms. Deborah Haney, Superintendent, 713-741-8704  

• Father Justin Cormie, 832-270-0277 (cell)  

 

                        
In an effort to prevent a crisis from occurring, ALL staff should notify the office immediately if 
suspicious behavior is suspected or observed. Observing visitors, looking for proper credentials 
and name tags, declining to admit strangers to the campus buildings and constant supervision of 
students are the primary crisis prevention efforts in which we should be engaged. 
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Inclement Weather During Non-School Hours: 
 
Our Lady of Fatima Catholic School-Galena Park follows Galena Park I.S.D. closing schedule. When a 
hurricane is approaching, plans will be made in advance for storm preparedness, which could include 
closing school.  Parents will receive notification in the event of the school closing.   Listen to local news 
broadcasts for additional information. 
 

Inclement Weather During School Hours:  
 

Main Building Procedures 
 
Tornado or Severe Thunderstorm 
 
1. In the event of a tornado or a severe thunderstorm, all students are moved to the hallways outside their 

classroom, away from windows and doors. 
2. Students with mobility issues (example – broken leg or foot) will be the last student to exit with an 

adult’s assistance.  
3. Students and staff assume “duck and cover” positions – sit on floor with bent knees, facing wall, arms 

over head and neck areas.             
4. Students remain until the threat of danger is over. 
 
Flood 
 
1. Students will remain at school in their evacuation places until the threat of danger is over.  
 

Primary Building Procedures: 
 
Tornado or Severe Thunderstorm 
 

1. In the event of a tornado or a severe thunderstorm, all students are moved to the serving line.   
2. Students with mobility issues (example – broken leg or foot) will be the last student to exit with an 

adult’s assistance.  
3. Students and staff assume “duck and cover” positions – sit on floor with bent knees, facing wall, 

arms over head and neck areas.             
4. Students remain until the threat of danger is over. 

 
Flood 

1. Students will remain at school in their evacuation places until the threat of danger is over.  
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Missing Students * Emergency Sheltering of Students / Staff * Failure to Pick Up Student 

Missing Students 
 
1. Staff member immediately notifies administration. 
2. Campus CMT activated. 
3. All call is made for student with restrooms, outside areas searched. 
4. Campus CMT looks for student and checks sign out sheets. 
5. If student is not found, contact parents 
6. Call 911. 
7. Administration and CMT remain until situation is resolved. 
 

 
 
Emergency Sheltering of Students/ Staff 
 
1. Administration is notified. 
2. CMT is activated. 
3. Keep students/staff calm. 
4. Provide activities and food for students/staff (food/water kept with extended day supplies or in 

locked storage areas). 
5. Students and staff remain on campus until threat of danger has passed. 
 
 
 

Failure to Pick up Child 
 
1. Parent(s) are notified at his/her place of employment. 
2. Parent(s) are notified on his/her cell phones. 
3. Other emergency contact numbers are then contacted. 
4. If no parent is contacted, administration will stay with student and repeat steps 1-3 until 

contact person arrives. 
5. Administration contacts 911 if there is no contact of parents and/or emergency contact 

numbers.  
6. Upon advice of 911, CPS will be contacted. 
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Building Check *For emergency personnel, removable floor plans are placed near each entrance/exit for their use. 

After any emergency or drill, each room, storage area, office, and restroom must be checked on 
both campus buildings.  This is to ensure ALL individuals have either left the building or returned 
to their appropriate area.  
 

Natural Disasters  
 
1. Follow GPISD closures. 
2. Activate CMT. 
3. Evaluate situation (dependent on type of 

disaster, eminence, damage, monitor 
media/weather reports). 

4. Emergency procedures. 
5. Secure student/staff rosters. 
6. Notify administration.  
7. Notify staff. 
8. Contact Utilities department (if needed). 
9. Update GPPD. 
10. CMT meets to debrief at the end of  

the day/event. 

 
Accident Off Campus 
 
1. Follow emergency procedures. 
2. Determine who is involved. 
3. Secure an event roster. 
4. Notify administration. 
5. Secure emergency health cards. 
6. Evaluate situation and develop a plan. 
7. Notify family. 
8. CMT meets to debrief at the end of  

the day/event. 
 
 

Accidents/Serious Illness 
 
1. Call 911. 
2. Administer first aid/CPR. 
3. Activate CMT. 
4. Remove students from the area. 
5. Secure emergency/health cards. 
6. Notify administration. 
7. Notify family. 
8. Transport the person if necessary (be 

sure to take student’s health form  
with signed permission to treat.) 

9. Update GPPD. 
10. Complete incident report. 
11. CMT meets to debrief at the end of  

the day/event. 

 
Food Poisoning 
 Poison Control # 1-800-764-7661 
 
1. Call 911. 
2. Close cafeteria. 
3. Notify administration. 
4. Notify family. 
5. Document who is affected and treatment 

received. 
6. Update administration. 
7. CMT to meet to debrief at the end of  

the day/event. 
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Weapons on Campus 
1. Activate CMT. 

2. Notify GP PD, (713) 675-3471 
3. Determine degree of danger (make a plan 

of action). 
4. Confiscate weapon discreetly, if possible. 
5. If weapon is a gun, call GPPD. 
6. Report weapons on campus to GPPD. 
7. Notify parents of the student. 
8. Update GPPD. 
9. CMT meets to debrief at the end of the 

day. 
 

If unable to confiscate weapon: 
 
1. Call 911. Notify GPPD, (713) 675-3471 
2. Notify staff. 
3. Evacuate area. 
4. Notify parents. 
5. Update GPPD. 
6. CMT meets to debrief at the end of  

the day. 
 

Gang Violence & Riots 
 
1. Call 911. Notify GPPD, (713) 675-3471 
2. Activate CMT. 
3. Isolate area and close it off. 
4. Identify leaders of violence. 
5. Document police action/investigation. 
6. Update GPPD. 
7. CMT meets to debrief at the end of  

the day. 
 

Unauthorized Persons in Classrooms 
 
1. Announcement made or text sent. 
2. Principal begins lock down procedures. 
3. Follow lock down procedures. 
 
 
 
 
 
 
 
 

 

Hostage Situation 

1. Call 911. Notify GPPD, (713) 675-3471 
2. Activate CMT. 
3. Isolate area. 
4. Evacuate building. 
5. Secure student/staff rosters. 
6. Notify staff. 
7. Designate separate area for the media. 
8. Identify a spokesperson to communicate  

with the hostage taker “if needed”. 
9. Notify families of persons involved. 
10. Update GPPD. 
11. CMT meets to debrief at the end of  

 the day. 
 

Armed Intruder 
 
1.  Announcement made or text sent. 
2. Call 911. Notify GPPD, (713) 675-3471 
3. Implement lock down procedures. 
4. Suspend bell schedule. 
5. Activate CMT. 
6. Be prepared to evacuate remote or  

isolated areas of building, if safe. 
7. Assist GPPD. 
8. CMT meets to debrief at the end of  

the day. 
 

Lock Down Procedures 
 
1. P.A. announcement indicates trouble. 
2. If an evacuation route is available, 

teachers should safely evacuate from 
building and run to church offices. If no 
evacuation route is available, teachers 
immediately close and lock doors, turn out 
lights, & move students away from 
windows & doors so as not to be visible. 

3. Keep lights off & door locked until an 
announcement from the office or 
security/emergency personnel indicate “all 
clear.”  Look for badges, uniforms, ID.  
Don’t just open the door for anyone! 
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Chemical Leak/Spills 
 
1. Call 911. Notify GPPD (713) 675-3471 
2. Activate Crisis Management Team (CMT) 
3. Determine source of leak/spill. 
4. Evaluate chemicals. 

What are visible signs? 
What are the physical symptoms? 
Check for reports of spills. 

5. Source of leak or spill is off campus. 
Shut off all air conditioning, vents, and  
fans. Remain inside unless otherwise 
directed. Keep all doors, windows, 
openings,  etc. closed. 

6. Source of leak or spill is on campus. 
Evacuate outside upwind unless otherwise 
directed. 

7. Notify administration. 
8. Secure emergency health cards for 

students and staff. 
9. Document disposition of affected students. 
10. Send information about incident with 

anyone going for medical treatment. 
11. Notify families of persons involved. 
12. Update GPPD.  
13. CMT meets to debrief at the end of the 

day/event. 
 

 
 

Fire 
 
1. Evacuate building. 
2. Call 911. 
3. Notify Galena Park Fire Department   

(713) 675-5311. 
4. Activate CMT. 
5. Notify administrators. 
6. Contact maintenance dept. & utilities as 

needed. 
7. Update GPFD. 
8. CMT meets to debrief at the end of the day. 
 
 

 
 
 

Nuclear Threat 
 
1. Activate CMT. 
2. Notify staff. 
3. Move students to safest location. 
4. Secure student/staff roster. 
5. Update GPPD. 
6. CMT meets to debrief at the end of the 

day. 
 
 

Natural Gas Leak/Pipeline Release 

 
1. Evacuate building. 
2. Call 911. 
3. Notify CenterPoint Energy, 713-659-

2111. 
4. Notify maintenance to shut off gas and 

wait for gas company representative. 
5. Ventilate building. 
6. Shut off all open flames. 
7. Follow Chemical Leak procedures. 

 

Explosion 

 
1. Activate CMT. 
2. Evacuate building. 
3. Call 911. 
4. Notify GPPD, (713) 675-3471 
5. Administer first aid for victims. 
6. Secure student & staff attendance. 
7. Notify administration.  
8. Contact Utilities Companies. 
9. Update GPPD. 
10. CMT meets to debrief at the end of the 

day/event. 
 

Emergency Drills 
 
Emergency drills will be held periodically, 
including severe weather and intruder drills.  
Fire drills will be held at least once per 
month.  Staff must help students learn to 
prepare for emergencies through these 
drills. 
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Bomb Threat 
 
1. Use bomb threat form (keep caller on the telephone as long as possible). 
2. Notify GPPD, (713) 675-3471. 
3. Activate CMT. 
4. Evacuate building (do not use electronic bells or radios). 
5. Secure student/staff rosters. 

Bomb Threat Call Checklist 
 

Exact time and date reported: _______________________  Which phone line:_____________ 
Caller ID Window______________________________________________________________ 
 
Exact words of the caller:________________________________________________________ 
 
Ask the following: 
 
When is the bomb going to explode? ______________________________________________ 
Where is the bomb right now? ___________________________________________________ 
What kind of bomb is it? ________________________________________________________ 
What does it look like? _________________________________________________________ 
Why did you place the bomb? ___________________________________________________ 
What is your name and where are you calling from? __________________________________ 
Length of call _______  Sex of Caller ___________  Age __________  Race ______________ 
Tone of voice ____________________ Intoxicated? ________________  Abusive? _________ 
 

Check (  ) all applicable items. 

 
Description of caller’s voice: 
Calm   ______ Angry    _______ Excited  _________ Slow       _______ 
Rapid  ______ Soft       _______ Loud      _________ Laughter _______ 
Crying ______ Distinct  _______ Slurred   _________ Normal   _______ 
Nasal  ______ Stutter   _______ Raspy    _________ Lisp        _______ 
Deep   ______ Ragged  _______ Disguised ________ Accent    _______ 
Cracking voice _____ Clearing throat _____ Deep breathing ______ Familiar   _______ 

 
If voice is familiar, whom did it sound like? 
___________________________________________ 
 
Background sounds: 
Street noises  ____ Shattering _____ Voices _____ PA system _____ 
House noises ____ Animals   _____ Clear   _____ Static         _____ 
Motor             ____ Music      _____ TV       _____ Machinery  _____ 

 
Remarks ____________________________________________________________________ 
Name and phone number of person making report: ___________________________________ 
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Loss of Electricity or Water 

1. Contact administration. 

2. Contact necessary utility company.  

3. Activate CMT. 

4. If loss of electricity or water exceeds one hour, then phone tree is established for parent contact. 

5. If administration does not close school, inform teachers and students of maintenance 
expectations. 

6. Contact necessary utility company.  

7. Activate CMT. 
If loss of electricity or water exceeds one hour, then phone tree is established for parent alert.  

 

Influenza or Epidemic 
The nurse will keep us apprised of any flu epidemic or other health emergency. Things to 
keep in mind for school-age children: 

• Do NOT give aspirin to child or teenager who has the flu. 

• Encourage children to cover coughs and sneezes with their sleeves, wash hands frequently, 
and keep hands away from eyes, nose and mouth. 

• A sick child is advised to stay at home during the first days of illness when symptoms are most 
severe, and infections are most contagious. Children can return to school when symptoms are 
improving, and no fever has been detected for 24 hours. 

 
General things to keep in mind for schools 
• Any employee, student, teacher, or staff suspected of having the flu should not attend school. 

• Wash hands several times a day using soap and warm water for 15-20 seconds. (singing 
“happy birthday” twice to yourself is generally the recommended time for hand washing). Teach 
young children this cue and remind all ages to wash their hands. 

• The flu can be spread from coughs or sneezes. Teach all ages to cover their mouth when 
coughing or 
sneezing. Tissues should be thrown away immediately. Hand sanitizer can be used in the 
classroom to 
avoid disruptions. 

• Schools may be asked or required to report flu absences to their local health department or their 
individual 
Catholic Schools offices for tracking. Reporting outbreaks assists in disease surveillance and 
understanding the impact on the community. 

• Staff and students, especially those with medical conditions, should get the flu shot. 

• Closure of individual schools in the event of an outbreak has not proven to be an effective way 
of stopping the flu, but the decision would be made by the principal and superintendent (unless 
the local health authorities deem school closure necessary). 

• In school, clean commonly used surfaces, such as door handles, tables for eating and desks 
with disinfectant. (Bleach solutions or commercial disinfectants are appropriate.)  

 
 

EMERGENCY PHONE NUMBERS 
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EMERGENCY PHONE NUMBERS 

 
EMERGENCY 

Police/Fire/Ambulance 
911  

 
Galena Park Police 

Department 
(713) 675-3471  

 
Galena Park 

EMS / Ambulance 
(713) 674-5311  

 
Galena Park Fire 

Department 
(713) 674-5311  

    

 
Galena Park 

Animal Control 
(713) 675-3471  

 Poison Control 1800-222-1222  

 
Child Protective 

Services 
1-800-252-5400  

  

NON-EMERGENCY NUMBERS AND LOCAL HOSPITALS 

American Red Cross 281-282-6039 
Bay Area Crisis 

 Hot Line 
713-228-1505 

Houston Methodist- 
San Jacinto 

281-420-8600   

 
Utilities 

Center Point Energy 
(Gas) 

800-332-7143 713-659-2111  

City of Galena Park 
(Water) 

(713) 672-2556   
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