Kalkaska High School 
Building Management
· Call in someone who isn’t grieving to help

· Prepare responses consistently for all deaths

· Focus on honoring the person, not the circumstances of the death

Remember – If a death occurs, call Michael’s Place (947-6453,) Third Level (922-4800,) or your Grief Support Coordinator to help you work through this plan.  Please note, after hours, Michael’s Place Program Director can be reached by calling Third Level.

I. Schedule

· Suspend?_____________________________________________________
·  Modify? _____________________________________________________
1. How? _____________________________________________________
2. For how long? ______________________________________________
· Continue? ____________________________________________________
II. Space

· For all students? ______________________________________________
1. What room(s)? _____________________________________________
2. Who will supervise? _________________________________________
3. Who will provide support? ___________________________________  
  (Suggestions: school counselors/social workers/community crisis support members)
4. Materials? _________________________________________________
a) What?  _________________________________________________
 (Suggestions: newsprint, markers, cards, writing paper, music, snacks)
b) Who will organize? _______________________________________
· For “key” students? ___________________________________________
1. What room(s)?_____________________________________________
2. Who will supervise?_________________________________________
3. Who will provide support? ___________________________________
 (Suggestions: school counselors/social workers/community crisis support members)

4. Materials? _________________________________________________
a) What?  _________________________________________________
 (Suggestions: newsprint, markers, cards, writing paper, music, snacks)

b) Who will organize? ________________________________________________________
· For faculty? 

1. During day? _______________________________________________
2. What room(s)? _____________________________________________
3. Support person? ____________________________________________
4. After school all-staff meeting? ________________________________
a) Time? __________________________________________________
b) Place? __________________________________________________
· For other staff? a .   (e.g. lunch room, custodial, secretarial, playground, etc.)

1. Same as faculty or separate? __________________________________
2. Room(s)? __________________________________________________
· For parents and other community members? _____________________________________________________________
1. Room(s)? __________________________________________________
2. Supplies? __________________________________________________
3. Support person(s)? __________________________________________
III. Classroom coverage

· Substitutes or teachers/aides covering for each other? _______________
· Pre-scheduled or on-call? _______________________________________
· Who will schedule? ____________________________________________
· Inform of facts 
· Explain plan for response 
IV. Attendance

· Notify attendance to remove automatic call to parents of student who died and their siblings

· Notify attendance of those with permission to be absent
V. Students who want to go home

· Notifying parents

· Sign out procedure

· OK to return later in day? _____________________________________
VI. Parents who want to see their student(s)/take them home

· Procedures

VII. Securing possessions of deceased (Security coordinator)
· Student

· Hall locker

· Gym/sports locker

· Music, art, drama, lab room(s)

· Electronics (cell phone, I-pods)

· Managing technology, computers, discs, flash-drives, 
· Faculty/Staff

· Classroom

· Grade book

· Computer/technology

· Other
VIII. Monitor Social Media (Social Media Coordinator)
· Identify students to work with

· Monitor Facebook pages for information and at-risk behavior/postings

· What role will the school choose re: spontaneous events

a) Stay informed

b) Verify!

b) Share or not share info with staff, parents, students?

c) Participate vs. promote?

d) Monitor for at-risk students?

· Identify Facebook Memorial Pages

a) Monitor, participate or promote?

· Identify Funeral Home Guest Book Pages

a) Monitor, participate, or promote?

· Notify staff, students and parents of memorial/guest book pages?

a) If so, how?
IX. Use of school building for memorial service (not necessarily recommended)

