Under the Canopy School

Safety Plans and Procedures

2025 - 2026

3205 W. 39th Street
Tulsa, OK 74107



School Emergency Leaders

Emergency Leader: Margaritte Knezek  918-212-6168
Relocation Site Leader:  Amber Gates 918-401-9940
Alt. Emergency Leader:  Kristin Miller 918-212-0889

Sudden Cardiac Emergency Response Team

Team Member CPR/ AED / First Aid

Margaritte Knezek, Head of School | Certified in all

Amber Gates, Instructional Leader | Certified in all

Kristin Miller, Operation Manager Certified in all

**The Automated External Defibrillator (AED) device is located
by the hallway door to the teachers lounge.




Visitor Procedures

Visitor and Volunteer Policy

Our school welcomes visitors and volunteers as important members of our community
when attending scheduled events or approved activities. For the safety of all children,
every visitor and volunteer must have a completed background check form
(submitted at least five business days prior to the event) and a signed liability release
form on file before participating.

Upon arrival, all visitors and volunteers are required to sign in at the front office,
present a valid photo ID for verification, and wear a visitor badge at all times while on
campus. The school will maintain a photocopy of the ID for records.

Teachers must notify the front office via email in advance regarding the time, purpose,
and names of volunteers expected in their classroom or activity. Failure to follow these
procedures may result in denial of campus access.



Fire Safety & Dirill

Alert Type e Fire Alarm
e RAVE app
e Radio
Teacher Actions e Remain and speak calmly about

leaving the building for safety

Gather class, confirm count

Get red emergency backpack

Listen for “okay to exit” on radio

Lead your class to the

predetermined outside exit door to

predetermined area

e \When outside reconfirm your
student count and listen for radio
instructions from admin

Stay quiet and listen to teacher
Line up with their class

Follow teacher to exit the building
Answer when name is called
Stay with class when outside

Student Actions

Student rosters are in the red

backpacks

e Students in a specials class will
meet up with their grade teacher
when outside

e Students in the office will exit with

office staff

High Importance




Fire/Drill Exiting Procedures

ROOM EXIT DOOR
Gym South gym door
Cafeteria Kitchen back door
Pre-K Room Pre-K Room playground door

Kinder / 1st (West Pod)

KG / 1st playground door

Handwork Room

North Entry door

2nd / 3rd (North Pod)

2nd / 3rd playground door

Library

North Entry door

4th / 5th (East Pod)

4th / 5th playground door

SPED Room (Center South) Front door
Music Room (Center North) Front door
Front Office Front door

Outside Gather Location: The field down the hill on the playground.
**In the event of a real fire, all students and employees will be on the field. Once
students are accounted for, admin and teachers will lead students to relocation site.




1. Teachers
lead students
here for fire
safety
emergency.

Fire/Drill Exiting Procedures

Teachers:

1. Exit and clear the building within/less than 2 minutes.
2. Identify the spot for your class line and take attendance.
4. Present class status by raising the appropriate color coded card.

a. [Breen - ALL students are accounted for and in line.

b. - - You are missing one or more of your students.

c. Yellow - You have a student with your class that is not on your roster.
5. Keep color coded cards raised until your individual class is cleared by Admin.
6. Reentry only when given the ALL CLEAR from Admin.

7. Check attendance again, as students enter the classroom.




Tornado/Weather Safety

Alert Type

Radio
Local weather app
Staff email

Teacher Actions

Remain and speak calmly about
tornado drill

Gather class, confirm count

Get red emergency backpack
Lead your class to the
predetermined safe area to shelter
When in safe place reconfirm your
student count and listen for radio
instructions from admin

Student Actions

Stay quiet and listen to teacher
Line up with their class

Follow teacher to safe place to
shelter

Answer when name is called

High Importance

Student rosters are in the red
backpacks

Students in a specials class will
stay with specials teacher and go
to the safe place for that classroom
Students in the office will shelter in
safe place with office staff and
admin

NOTE: As tornadoes and severe weather are usually tracked with a high level of
awareness, it is the goal of UTCS to place families in as few as possible dangerous
weather scenarios. To that end, our first line of defense when forecasting has
determined a weather threat, will be to cancel school or have early dismissal to ensure




that our students are at home and safe during the most significant severe weather. If
there are any students and employees at UTCS during severe weather, we will activate

our Tornado/Weather Procedures.

Tornado/Weather Safety

ROOM SAFE PLACE
Gym Storage closet
Cafeteria Storage room
Pre-K Room Kitchenette storage room

Kinder / 1st (West Pod)

Bathrooms and storage room in pod

Handwork Room

Storage room in Kinder / 1st pod

2nd / 3rd (North Pod)

Bathrooms and storage room in pod

Library

Go to storage room by class pod

4th / 5th (East Pod)

Bathrooms and Tallgrass room

SPED Room (Center South)

TallGrass room

Music Room (Center North)

Pre-K bathrooms in PreK room

Front Office

MDF room

Teachers:

1. Exit the classroom and move to the safe room within/less than 2 minutes.

2. Take attendance.

3. Close the door and communicate via radio if any student is missing.

4. Remain in safe room with door closed,

NOTE: All students must remain in the safe room until given the “All Clear”.




Security Procedures & Dirills

Intruder on Campus - either inside the building or on the playground.

Alert Types

Radio

Rave app

Cell phone group text
Code word

Teacher Actions

Be calm and be aware

Listen for location of intruder

Turn volume down on phone
Gather students calmly

If outside, and your area looks
safe, hide.

If inside, go to the safe room
(same as for tornado drill), lock the
door, and be quiet, turn off
volumes on phone and radio.

Student Actions

Listen, be quiet, and follow teacher

Admin Actions

Notify emergency responders on
Rave app and phone call

Security Procedures & Drills

Lockdown - Suspicious person in the neighborhood of the school




Alert Types

Radio
Rave app
Cell phone group text

Teacher Actions

Be calm and be aware

If outside, bring your class in
Take attendance of your students
Lock your exterior door, close
shades

Continue calm lessons inside until
all clear announcement

Student Actions

Listen and follow teacher

Admin Actions

Visit classrooms to make sure
doors are locked and window
shades are closed.

Observe campus from security
cameras.

Keep phone line open to receive
information or all clear from
emergency responders.

Hazardous Substance Release

Outdoor Release:
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An event such as a fire, train derailment, industrial accident may cause a hazardous
substance to be released. Emergency responders may request that we seal the
building. If we do not have enough time to evacuate, the following steps will be taken:

Alert Types ¢ Radio

e Rave app
e Staff email

Teacher Actions e Gather class and bring indoors

e Account for all students

e Close exterior doors and tape over
the gap to door frame

e Continue calm, low energy lessons

Student Actions e Listen to teacher

Admin Actions e Confirm doors and windows are
closed and taped

e Turn off air flow of HVAC systems
and exhaust fans

e Keep everyone inside

e Stay in touch with emergency
responders and wait for all clear

e When all clear, ventilate the
building, and resume normal
settings for HVACs and exhausts.

Indoor Release:
The Head of School will assess the need to evacuate the building based on all
immediately available information. Material Safety Data Sheets are located in the
custodial closet north of the school office.
For the safety of students and staff, the Head of School will decide a procedure that
may include:

e (Calling emergency services and evacuating the building,

e Moving students from the affected area to another location in the building,

e Closing classroom doors where possible, and sealing gaps to the door frame with

tape or towels.
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Bomb Threat Procedure

If an employee receives a call or is contacted in any way by a person making a bomb
threat, the Head of School needs to be notified immediately.

Any threat should not be taken lightly, and should be treated as real.

The Head of School will report the threat to local authorities for assistance and
determine if evacuation is necessary (see section on Emergency Evacuation).

A threat can be made:
e |n aphone call,
e Social media post,
e Mailed letter,
e A suspicious package left by the building.

The employee who was contacted by the person making a bomb threat will complete
the form on the next page.

Bomb Threat Procedure

What is the caller ID?

Date and time of the call:

How long was the call?

Exact wording of the bomb threat:
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Bomb threat checklist, while in contact with the person making the threat:

1. When is the bomb going to explode?

2. Where is the bomb right now?

3. What kind of bomb is it?

4. What does the bomb look like?

5. Did you place the bomb? Why?

6. What's your name?

About the caller:

Age Sex

Type of Voice Familiar Voice? Cursing?

Background Sounds

Missing Student




If a teacher cannot account for a student, the Head of School needs to be notified
immediately. A search begins using security cameras as well as physically searching
recent places the class has visited. Any employee not with students may be called
upon to assist.

After searching inside the building and outside on the playground without finding the
student, the next step is to expand the search into the surrounding neighborhood. If 30
minutes has passed and the child is still not found, the Head of School will determine
the need to call for emergency assistance.

Alert Types e Radio - switch to emergency
channel

e Rave app

e Phone

Teacher Actions e If with students, stay with class
e If not with students, assist with

search
e Recall details of where they saw
the student most recently

Student Actions e (Classmates may have seen the
most recent location of missing
student

e (Classmates may have heard the
missing student talk about going to
a place

Admin Actions e Head of School organizes search
e Head of School determines when
to call for emergency assistance.
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Emergency Evacuation

Emergency Leader (HOS): Margaritte Knezek, 918-212-6168

Alternate Emergency Lead (AEL): Kristin Miller, 918-212-0889

Relocation Site Leader (RSL): Amber Gates, 918-401-9940

Relocation site: Red Fork Church of God
3319 W. 41st Street S.

Tulsa, OK 74107

Contact: Pastor Dale, 918-446-4479

In a major emergency event, the Head of School / Emergency Leader will determine
the need for an all school evacuation from the school property. The EL will notify
emergency responders, coordinate with the admin team for the safe evacuation of

students and staff to the relocation site.

Alert Types

Rave app
Radios
“‘Okay to evacuate”

Teacher Action

Calmly ready students to leave
Bring red emergency backpack
Take attendance of students when
the class is at the relocation site

Student Action e Listen to teacher and stay with
class
Admin Action e EL calls the relocation site

RSL & teachers lead students to
the relocation site

RSL & teachers message families
to pick up their children at the
relocation site
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Student Brings A Weapon To School

Procedure: If a Student Brings a Weapon to School

1.

Ensure Immediate Safety — If a weapon is suspected or observed, staff should remain
calm, avoid escalating the situation, and immediately ensure the safety of all students by
removing nearby children from the area if needed.

Notify Administration — Contact the principal or designated administrator at once. Do
not attempt to confiscate the weapon unless it can be done safely without confrontation.

Secure the Situation — The administrator (and, if necessary, school security or law
enforcement) will safely secure the weapon and ensure it is removed from student
access.

Contact Parents/Guardians — The student’s parents or guardians will be notified
immediately regarding the incident.

Follow District/Charter and Legal Policies — The school will follow all state, district,
and charter guidelines for reporting, documentation, and disciplinary action related to
weapons on campus.*

Provide Support and Follow-Up — A reentry or restorative meeting will be held with the
student and family as appropriate, and counseling or support services will be offered to
help address underlying issues.*

*UTCS is a weapon free campus. If it is determined that a student has brought a firearm' to the
school, the student will be suspended from school for a period of not less than one year. Any
suspension imposed under this policy may be modified for any student on a case-by-case basis
by the head of school or the board of education under appropriate appeal procedures.
Enforcement of this policy will be consistent with state and federal laws dealing with discipline

! The term “firearm” means a firearm as such term is defined in Section 921(a) of Title 18 of the United States Code.

16



of students with disabilities. Any student violating this policy is subject to referral to the
appropriate criminal justice or juvenile delinquency system. Any suspension initiated pursuant to
this policy will be subject to the procedural safeguards set forth in the School’s policy for
suspending students. Any firearm seized from a student by any school employee will
immediately be delivered to a law enforcement authority for disposition pursuant to applicable
law. Consistent with Oklahoma law, suspension under this policy, no education plan shall be
implemented during the term of the suspension.
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Procedure: If a Student Threatens a
Teacher or Another Student

1. Ensure Immediate Safety — Remain calm and remove other students from the area if
necessary to protect their well-being.

2. Address the Situation — Use a calm, clear voice to de-escalate the situation without
confrontation; avoid physical intervention unless absolutely required for safety.

3. Notify Administration — Contact the principal or designated administrator immediately
for support and intervention.

4. Document the Incident — Staff should write an objective account of the threat, including
the words or actions used, time, location, and any witnesses.

5. Contact Parents/Guardians — The student’s parents or guardians will be notified
promptly and asked to participate in follow-up discussions.

6. Determine Consequences — The administration will follow district/charter disciplinary
procedures and state laws regarding threats of violence, which may include suspension,
counseling, or other interventions.

7. Provide Restorative and Supportive Measures — As appropriate, a restorative

meeting, counseling, or behavioral support plan will be implemented to address
underlying needs and help prevent recurrence.
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Safe & Healthy & Fit Committee

Purpose: To assess, develop, and maintain the school procedures involving the safety,
health, and fitness of students and employees.

Committee Members: one administrator, two certified teachers, two non-certified
employees, two parents and their students.

Procedures: The committee will meet at least twice a semester, with the first meeting
of each semester to be held within the first 4 weeks of that semester. A sign in sheet is
required on school letterhead with the date, printed names of committee members, and
their signatures.

Topics to be covered:
e Safety of students, employees, visitors at the school,
e Healthy foods and behaviors of students and employees,
e Fitness learning balanced with academic learning of students and employees.

Whether a new procedure or an improvement of an existing procedure, the committee
shall plan, implement, and evaluate their new/improved procedure. Approval from the
Head of School is required before implementing a change to school procedures.

Margaritte Arthrell-Knezek
Kristin Miller

Mallory Timmons

Zach Bible

honh =
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