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Purpose and Leadership 

Purpose 

The mission of Belmont Charter School’s Readiness and Emergency Management Plan is to systematically arrange 
protocol to provide for the care and well-being of all students, faculty and staff in the facility.  Belmont Charter School, 
as directed by the Community Education Alliance of West Philadelphia, has outlined policies and procedures for crisis 
prevention, preparedness, response and recovery.  The specific emergency response plans are temporary measures 
that will be taken to maximize the protection available to those in Belmont Charter School in the case of an 
emergency.  These plans will rely on the organization and skills of all staff members.  This plan is meant to be 
practiced and reviewed so that in the time of crisis all faculty and staff are comfortable performing their responsibilities.  
In accordance with Belmont Charter School’s mission and that of the Community Education Alliance of West 
Philadelphia all safety and emergency measures are taken in partnership, with the Belmont Community, to promote the 
academic, social, and emotional success of each child. 
  

Leadership 

  
Belmont Charter School Readiness and Management Command Team 

  
   Chief Administrative Officer  Claire Cohen 
   Assistant Director   Dave Cameron 
   Director of Family Support  Jeanne DiLeanardo 
   Behavior Support   Sherman Paige 
   Director of Technology  Jason Glass 
   Assistant Director of Operations Tony Dover 
   Office Manager   Stacey Holmes 

Prevention 

Policies 

  
In order to create the safest environment possible at Belmont Charter School (“BCS”) policies are published in the 
Student Manual each year for both students and parents to review.  Additionally, an Employee Handbook is published 
at the beginning of each school year.  Summarized below are specific policies taken from the Student Parent 
Handbook and the Employee Handbook that are used as part of the plan to prevent crisis when possible and protect 
the daily safety of their students and staff.  In addition to students, all adults including staff, parents and visitors are 
expected to conduct themselves appropriately and in accordance to the policies.   
  
  
Arrival/Dismissal: Arrival to Belmont Charter School occurs between 7:15 and 8:00 through front doors on Brown 
Street.  Dismissal occurs in the back yard from 3:20 -3:25. 
  
Uniforms:  We require that all students wear uniforms.  This policy allows us to easily and clearly identified all children 
who are students and makes obvious when a non-school individual enters the building.  Similarly, school t-shirts are 
required on field trips so we have the ability to clearly identify students. Additionally, for safety reasons, flip flops, 
slippers, open-toed shoes, heels, and backless shoes are not permitted.   
   



Student Records and Maintenance: For emergency purposes, up to date contact information must be on file in the 
main office at all times.  Contact information includes: parent/guardian phone numbers, address, emergency contacts, 
or parent/guardian employment.  If a student’s phone number or other contact information changes, parents are 
required to contact the main office at 215-823-8208 immediately so that a change maybe made in the school’s 
records.  It is also important to notify the classroom teacher when information changes. 
  
Health:  All injuries or illness that occur during school hours will be seen by the school nurse or office staff.  Parents 
will be notified in all cases.  If, after examining a student, the school nurse deems medical attention necessary, that 
parent/guardian may receive a letter requiring them to seek medical attention for the student prior to allowing the 
student return to school.  If a student is suffering from any illness or symptom (fever, etc.) that prevents him/her from 
participating in the instructional day, the student must be picked up from school immediately.   

  
Student medication may only be administered by nurse or designated personnel.  Parents must supply a doctor’s note 
specifying dosage and instructions (forms available in the main office) yearly.  School personnel are not permitted to 
administer over the counter drugs to any child nor may any child bring medication to school without proper 
documentation.  Under no circumstances may medicine be in a student’s possession.  All medicine must be 
immediately turned into the nurse.   
  
The School District of Philadelphia requires that all students receive certain immunization and examinations.  Parents 
must comply with these requirements.  In some cases, children will not be allowed to return to school without meeting 
these requirements.  This is necessary in order to protect the health of all students. 
  
All students are required to wash their hands with soap prior to all meals under the supervision of a staff member and 
after using the bathroom in order to prevent the spread of germs. 
  
Discipline Reporting/Consequences:  We have high academic and behavioral expectations for students.  We will 
exhaust every effort to help students follow directions and act appropriately in the classroom.  However, there are 
times when students must be removed due to their behavior from the classroom because they pose a safety concern 
to themselves or other students and staff.  Such behaviors include but are not limited to: 

 Aggressive behaviors towards students/staff  
 Inappropriate touching of another child  
 Spitting/biting  
 Minor and major destruction of school property  
 Inappropriate or extended tantrums  
 Throwing or other misuse of classroom materials  
 Leaving the classroom without permission  
 Not following the directions of a teacher and or other staff member  
 Leaving the building without permission 
 Destruction of school property  
 Hitting/causing bodily harm to a teacher or other staff 

  
All consequences are at the discretion of the charter school staff.  Parents/guardians will be notified of all incidents.   
  
Bullying Prevention: Belmont Charter School is committed to providing a safe, positive learning environment for all of 
the students.   BCS recognizes that bullying creates an atmosphere of fear and intimidation, detracts from the safe 
environment necessary for student learning, and may lead to more serious behaviors. Demonstration of appropriate 
behavior, treating others with civility and respect, and refusing to tolerate harassment of bullying is expected of 
administrators, faculty, staff, and volunteers to provide positive examples for student behavior. 
Belmont Charter School directs that complaints of bullying shall be investigated promptly, and corrective action shall 
be taken when allegations are verified.  
 
Bystander support of harassment or bullying can sustain the continuation of such behaviors. Belmont defines 
bystander support as any student or staff member who knowingly dismisses any act of harassment or bullying without 
action such as reporting or confronting bullying or harassment of students. Belmont Charter School prohibits both 
active and passive support for acts of harassment or bullying.  



  
Late arrivals and Visitors: Late arrivals, visitors, and parents entering at non-arrival/dismissal times, must sign in at 
the main office window.  After signing in tardy students and receiving a late slip, parents may walk their child to their 
classroom but are encouraged to not enter the classroom as it often interrupts learning.  Parents are encouraged to 
participate in the classroom but must give teacher’s advance notice. 
  
All Visitors will receive a visitor or contractor ID badge after signing in that must be worn while inside the building.   
Additionally, during all events taking place at the facility after 5pm a security guard is present to maintain safety and 
security.  Visitors or parents not acting in accordance with policies will be asked to leave the building immediately.  If 
notified. 
  
Community Education Alliance of West Philadelphia understands that volunteers and consultants add knowledge and 
expertise to staff and students and that they are critical to making certain experiences in the organization thrive.  Yet, it 
is also important for our staff and students to be protected and for CEAWP to operate within PA state law.   Therefore, 
all consultants and volunteers* who are working at Belmont Academy need to provide The Community Education 
Alliance of West Philadelphia's Human Resources with a copy of all three clearances before they can begin working 
with our students.   The clearances required are PA criminal background clearance, PA Child Abuse clearance, and 
FBI fingerprint** clearance.  It is the responsibility of employees to inform directors/supervisors if any volunteers and/or 
consultants are working with them.    
*Parent Volunteers or volunteers who are doing a one time volunteer experience (such as field trip chaperone or one-
time presenter) will not be required to have clearances on file, but it is the expectation that these volunteers will never 
be alone with any student.  
  
Additionally, all staff members are required to keep an up to date state and federal criminal background clearance and 
child abuse clearance on file.  They are also required to wear identification badges at all times on their person in a 
visible location. 
  
Mandated Reporting: All school staff are mandated reporters of suspected child abuse and/or neglect.  Mandated 
reporters are required to report suspected child abuse immediately by federal and state law.  Staff can make this report 
to the Family Support Specialist or Charter Director. 

Assessment 

In striving to continually improve our facility and our students, Belmont Charter School is committed to continually 
assessing its strengths and concerns with regard to health and safety.   Belmont will utilize the information obtained 
through Health Department Inspections, L & I Fire Inspections, Department of Public Welfare Building Safety 
Inspections, and monthly Head Start safety monitoring reports to find areas that need improvement.  Additionally, the 
maintenance staff completes a safety checklist for hazards in the school yard and playground area monthly.  All 
concerns are addressed by the School Safety Committee. 

School Safety Committee 

A school safety committee has been organized to encourage perspective and continuous assessment of all hazards 
and concerns within and outside of the school building.  The School Safety Committee meets bi-monthly to address 
current concerns and ongoing projects.  All staff members are encouraged to contact members of the safety committee 
with concerns or attend a bi-monthly meeting.  The committee is comprised of every members of the Command Team 
which includes the Director, Office Manager, Family Support Specialist, Food Manager, Building Maintenance Director 
and Fire Chief.  In addition to the Command Team, the lead teacher for each grade is a member.  Additionally, 
community members are encouraged to come and play a role on the school safety committee.   
 
 
 

 



Preparedness 

Incidents and Communication 

Belmont Charter School prepares for all foreseeable incidents as caused by natural causes or human action with 
recognized response plans and regular training to consistently re-familiarize staff and students alike with standard 
protocol.  All incidents are reported to the Command Team Director (currently the Charter Director).  The Command 
Director will, at all times, act as the center of communication through the duration of any crisis.   
   
For all weather related closings Belmont Charter School and all programs will be closed when the Philadelphia School 
District is closed.  All snow emergency information will be announced on Channel 10 news and on KYW-1060.   
  
All information that may not be an immediate concern will be communicated to parents/guardians through written 
letter.  These letters will be distributed in student homework folders which are provided by the school or by hand when 
folder is not present.   Parents are encouraged to check their student’s folder each night to look for important 
messages and information. 
  
In order to attend any class trip off of school property, each student must have a permission slip signed by a 
parent/guardian.  Students with discipline concerns may be required to have an adult member of their household 
accompany them on the trip to provide one-on-one supervision in order to protect their safety and the safety of others. 

Practice 

The Command Team Director will follow a routine drill schedule each year to re-familiarize both staff and students with 
proper procedure for evacuations, lockdowns, and shelter in place. 
  
School-wide fire drills will be rehearsed on a monthly basis.  Students are expected to remain silent for the duration of 
the drill.  Emergency drills and evacuations may require students to exit the building without their property including 
jackets . 

Supplies and Resources 

At all times the following supplies and resources will be available on Belmont Charter School premises in preparation 
for any crisis:  
Classroom Emergency Clipboards (containing their class roster, emergency phone list, response plans, emergency 
communication cards and plastic to cover windows into the classroom.) 
Emergency Meals and water  
Buckets for emergency bathroom use 
Plastic covering for windows 
Flashlights 
Duct Tape 
First Aid Supplies (located in main office, nurse’s room, every classroom, playground area, and carried on field trips). 
    
 
 
 
 
 
 
 



 Response 

Important Reminders 

When Emergency Plans are in action… 
DO: DO NOT: 

- Keep Emergency Classroom Clipboard with you at  
  all times 
- Turn on and bring cell phones 
- Shut classroom doors 
- Instruct students to move calmly and silently 
- Fill out EMERGENCY CARD immediately upon  
  reaching destination (see below) 

- Bring Jackets or book bags 
- Yell 
- Run 

  

During all evacuations and lockdowns, please have any students in the hallway join the nearest classroom and 
stay with that class.  Students should always remain with the class that they were with when the emergency 
plan was announced unless they have received specific instructions from a member of the Command Team.  

Emergency Cards 

During all emergency scenarios students must be accounted for. Once the class has evacuated the building, or in 
the case of a lockdown, teachers must fill out an emergency card.   Emergency Classroom Clipboards will have Green, 

Red, and Neon Orange Cards.  Students’ names should never be written on emergency cards.  These cards will be 
collected by a member of the Command Team in the event of any emergency.  Please use the cards accordingly: 

  
Green: If all students are accounted.   
  
Red: If a teacher has a student not on their official class list or is missing a  
                            student from their list.  This information will be noted  
                            numerically.  A child’s name should never be written on an  
                            emergency card.  For example:  1 student missing and 2 extra  
                            students not on roster would be written as -1+2 
  
Neon Orange: If classroom needs immediate assistance. 

Response Action Plans 

Classroom Emergency: Individual emergencies occurring in the classroom or in the hallway. 

Action Plan: Seek help from team teacher or the nearest adult if not in the classroom and immediately notify a Command Team Member in 
the case of an emergency. 

Command Team Responsibilities:  
Immediately respond in person to the situation.  If emergency services 
have not been contacted at the time of arrival and are needed – 911 
should be called.  Supervise students in the case of a teacher 
emergency or supervise individual student/s out of the classroom so 
that the teacher may proceed with classroom routine.  Notify 
parents/guardians of student/s involved.  Notify faculty/staff member’s 
emergency contacts if necessary.  Alert the CEA Locust Street office 

Teacher Responsibilities:  Immediately notify your team teacher or 
nearest adult in the case of an emergency.  If emergency feels life 
threatening (i.e. an unconscious child) then the teacher/adult should 
call 911 immediately.  In the case that a teacher is not sure – notify a 
member command center first. Once the emergency has been 
addressed please confirm with a member of the command team that a 
parent was contacted in the case of a student emergency. 



of any emergencies in the building.  Maintain contact with emergency 
personnel, parents, and media. 

Examples: Student/Teacher Medical Emergency, Violent Student/Parent in classroom. 
  

Evacuation 1: Standard Fire Evacuation Procedure to assigned area (Back yard). 

Announcement:  Fire Alarm will sound.  

Action Plan: Evacuate all students, faculty and staff from the building as safely and efficiently as possible.  (See Classroom Map) 

Command Team Responsibilities: Call necessary emergency 
services when necessary.  Help escort classes efficiently through the 
hallway. Perform Floor check, Door check and special needs 
responsibilities.  Collect emergency supplies.  Collect Emergency 
Cards from teachers once everyone has exited the facility.  
Communicate further instructions/end of emergency.  Alert the CEA 
Locust Street office of any emergencies in the building.  Maintain 
contact with emergency personnel, parents, and media. 

Teacher Responsibilities: Instruct students to quickly and calmly line 
up at door.  Escort students out of the classroom/area of school along 
assigned route.  Shut door when leaving classroom.  Follow 
designated path to exit the building.  Immediately upon reaching your 
final destination fill out the appropriate emergency card.  Green card 
for all students accounted for.  Red card with specific number of 
extra/missing students. 
When teacher is not with their class: Teacher should exit the 
building at the nearest exit and proceed immediately to join their 
students.   

Examples:  Fire, Internal Chemical Spill, smoke in the building.  

Building Evacuation Routes: 
Follow assigned route as marked in each classroom.  If not in the classroom please use the closest exit. 

. 
Evacuation 2: Evacuation to 2nd Antioch Baptist Church 

Announcement: Fire Alarm will sound followed by instructions to “Evacuate to Church.” 

Action Plan: Follow standard building evacuation.  Provide convenient and safe shelter at 2nd Antioch Baptist Church.  (See Neighborhood 
Map) 
Command Team Responsibilities: Call necessary emergency 
services.  Announce Emergency Plan in action. Help escort classes 
efficiently through the hallway on assigned route.  Guide class safely 
across the street.  Perform Floor check, Door check and special 
needs responsibilities.  Collect emergency supplies.  Collect 
Emergency Cards from teachers once they have reached 2nd Antioch 
Baptist Church.  Communicate further instructions/announce end of 
emergency. Alert the CEA Locust Street office of any emergencies in 
the building.  Maintain contact with emergency personnel, parents, 
and media. 

Teacher Responsibilities: Instruct students to quickly and calmly 
line up at door.  Escort students out of the classroom/area of school 
along designated route.  Shut door to classroom when exiting.  Follow 
designated path to exit the building. Standard evacuation of facility.  
Guide students across the street safely and into the church. 
Immediately upon reaching destination fill out the appropriate 
emergency card.  Green card for all students accounted for.  Red 
card with specific number of extra/missing students. 
  

Examples:  Fire, Internal Chemical Spill, smoke in the building, weather emergency. 
Building Evacuation Routes: 
See Evacuation 1 Building Evacuation Routes. 

  
Evacuation 3: Evacuation to Belmont Academy Charter School (907 N. 41st Street). 

Announcement: Fire Alarm will sound followed by instructions to “Evacuate to Belmont.” 

Action Plan: Follow standard building evacuation.  Provide safe shelter at Belmont Charter School located at 907 N. 41st Street.  (See 
Neighborhood Map) 
Command Team Responsibilities: Call necessary emergency 
services.  Announce Emergency Plan in action. Help escort classes 
efficiently through the hallway along designated route.  Perform Floor 
check, Door check and special needs responsibilities.  Collect 
emergency supplies.  Safely guide students across the streets at 

Teacher Responsibilities: Instruct students to quickly and calmly 
line up at door.  Escort students out of the classroom/area of school 
along designated path.  Shut door to classroom when exiting.  Follow 
designated path to exit the building.  Safely guide students up 41st 
Street, stopping at each intersection.  (Back up route: follow N. 



each intersection.  Collect Emergency Cards from teachers once they 
have reached Belmont Charter School.  Communicate further 
instructions/announce end of emergency.  Alert the CEA Locust 
Street office of any emergencies in the building.  Maintain contact with 
emergency personnel, parents, and media. 

Preston Street.)   Immediately upon reaching destination fill out the 
appropriate emergency card.  Green card for all students accounted 
for.  Red card with specific number of extra/missing students. 

When teacher is not with their class: Teacher should exit the 
building at the nearest exit door and proceed immediately to join their 
students.    

Examples: Fire, Internal Chemical spill, smoke in the building.  Long Term Shelter Needed. (Weather Emergency) 

Building Evacuation Routes: 
See Evacuation 1 Building Evacuation Routes. 

  
Shelter in Place: All Students in basement gymnasium. 

Announcement: “Shelter In Place – proceed to gymnasium” will be announced through hallways.   

Action Plan: Provide internal safe shelter for all students, faculty and staff in the basement. 

Command Team Responsibilities: Call necessary emergency 
services.  Announce Emergency Plan in action.  Unlock gymnasium.  
Help escort classes efficiently through the hallway.   Perform Floor 
check, Door check and special needs responsibilities.  Collect 
emergency supplies.  Collect Emergency Cards from teachers once 
they have reached the gymnasium.  Communicate further 
instructions. Distribute necessary supplies.  Alert the CEA Locust 
Street office of any emergencies in the building.  Maintain contact with 
emergency personnel, parents, and media. 

Teacher Responsibilities:  Escort students through hallways down 
to the gymnasium.  Shut door to classroom when exiting.   Seat 
students on the gymnasium floor. Immediately upon reaching the 
gymnasium fill out the appropriate emergency card.  Green card for 
all students accounted for.  Red card with specific number of 
extra/missing students. 

When teacher is not with their class: Teachers should proceed 
immediately to the gymnasium to supervise their students. 

Examples:  External chemical spill, neighborhood violence, weather emergency. 
  
  

Safety Lockdown: All teachers and students stay in classrooms, doors locked. 

Announcement: “Safety Lockdown in progress”   

Action Plan: Ensure the safety of students and faculty by locking down classrooms and removing all students from hallways. 

Command Team Responsibilities:  
Announce Emergency Plan in action.  Check to make sure the 
announcement has reached every classroom by confirming each door 
is locked on the basis of their floor check responsibilities.  Call 
emergency services if necessary. Collect completed emergency cards 
from each classroom.  Attend to Orange emergency cards when 
necessary. Alert teachers when the safety lockdown is over by 
announcing, “The building has been secured.”  Alert the CEA Locust 
Street office of any emergencies in the building.  Maintain contact with 
emergency personnel, parents, and media. 
  

Teacher Responsibilities:  
Teachers should immediately check the hallway for students or 
teachers and usher them into the nearest classroom.  Teachers 
should then immediately lock their doors.  Once the classroom has 
been secured teacher should fill out their emergency card and slip it 
under their locked door.  Green card for all students accounted for.  
Red card with specific number of extra/missing students.  Teachers 
should slip their Orange Card under the door if they need immediate 
assistance.  Teachers should then continue with classroom 
activities.   Teacher must keep door locked until they have been 
notified by the Command Team that “The building has been secured.” 
When teacher is not with their class:  Teacher should immediately 
join their class wherever the students are located at time of 
announcement. 



Examples:  Suspected weapon in the building, suspicious persons in the building, etc. 

  
Stage 2 Lockdown: All teachers and students stay in classrooms, doors locked.   

Announcement: “Stage 2 Lockdown in progress” 

Action Plan: Provide high security through building by locking down all classrooms and offices and removing all students from hallways.   
During this emergency, classrooms will cover windows and remain as quiet as possible and away from all windows and doors.   

Command Team Responsibilities:  
Announce Emergency Plan in action.  Check to make sure the 
announcement has reached every classroom by confirming each door 
is locked on the basis of their floor check responsibilities.  Call 
emergency services if necessary.  Collect completed emergency 
cards from each classroom.  Attend to Orange emergency cards as 
soon as possible. In high security situations lock down in Claire’s 
office after securing the rest of the building.  Alert teachers when 
emergency is over by announcing “The building has been secured.”  
Alert the CEA Locust Street office of any emergencies in the building.  
Maintain contact with emergency personnel, parents, and media. 
  

Teacher Responsibilities:  
Teachers should immediately check the hallway for students or 
teachers and usher them into the nearest classroom.  Teachers 
should then immediately lock their doors.  Teachers must ask the 
students to silently lie down on the floor in the area of the classroom 
farthest from windows or doors.  All interior windows should be 
covered with emergency paper on clipboard and shades should be 
drawn as soon as possible by the teacher.  Once all students have 
been settled the teacher should fill out their emergency card and slip 
it under their locked door.  Green card for all students accounted for.  
Red card with specific number of extra/missing students.  Teachers 
should slip their Orange card under the door if they need immediate 
assistance.  Teacher must keep door locked and keep all students in 
the classroom until they have been notified that “The building has 
been secured.” 
When teacher is not with their class:   
Teachers should enter the closest classroom or office immediately.  
During this scenario a teacher should not look to rejoin class in 
another part of the building. 

Examples:  Serious violence in school building, armed person in building, etc. 

  
During all evacuations and lockdowns, please have any students in the hallway join the nearest classroom and stay 

with that class.  Students should always remain with the class that they were with when the emergency plan was 
announced unless they have received specific instructions from a member of the Command Team.   

Recovery 

 Re-unification Plan 

  
In the event that a response plan disrupts the usual dismissal procedure the Re-unification Plan will go into effect and 
parents will be notified by telephone under the direction of the Command Team Director.  When students are held 
within the school building the doors will be locked and no one will be allowed to enter or exit the building until the crisis 
has been stabilized.  Unless otherwise determined, when the crisis has been stabilized, parents will be able to pick up 
students from the front entrance.  Parents will be asked to wait in line outside of the building.    The Command Team 
will have the master roster with which all students will be signed out.  Member s of the Safety Committee will aid in 
retrieving students from their safe area to be dismissed.   In the case that an evacuation to a secondary location was 
necessary parents will follow a similar procedure.  At 2nd Antioch Baptist Church parents/guardians will line up at the 
Westminster Ave entrance to sign out students.  At Belmont Charter School parents/guardians will line up at the 
outside on the 41st Street side entrance to sign out students. 

 



Incident Reporting 

Incident Report Forms will be filled out by any staff member who witnesses, or is involved in, the serious incident.  
These reports are located in the main office and attached in the Tool Kit.  The incident report is presented to Charter 
Director for review. A copy is kept by the Charter Director if the incident took place on school grounds or involved a 
student from their school.   Additionally a copy is made for necessary program and student files.  A copy is then faxed 
(within 24 hours of the incident) to Locust Street.  Original copy of report is sent to Locust Street via inter-office mail 
and filed.  If the incident is out of the realm of normalcy, the Director should also immediately make a phone call to the 
Executive Director, Jennifer Faustman, informing her of the incident.  Incidents involving specific students will be 
relayed by telephone to the parent or guardian of the student.  If requested, a copy of the report will be presented to 
the parent/guardian. 

Media Coverage 

The Community Education Alliance of West Philadelphia believes in open and transparent communication with the 
public regarding its mission, goals and actions. Additionally, the safety of our students and staff is of paramount 
importance. Effective, clear and consistent communication with the media is a critical component in meeting these 
ends and maintaining a safe learning and working environment. For this reason, the Community Education Alliance of 
West Philadelphia has adopted the following Media policy. 
  
The Executive Director, under the guidance of the Board of Directors, will serve as the official spokesperson for the 
organization. All media requests for interviews, comments or photographs specifically related to CEAWP, Belmont 
Elementary Charter School or Belmont Academy Charter should first be brought to the Charter Director who will then 
address the issue with the Executive Director. Staff may only speak to media with written permission from the 
Executive Director.  Should an emergency arise, all communication with the media will come from the Executive 
Director.  Under no circumstances will personal information of our students, their families or our staff be given out to 
the media without direct and written permission from parents and individuals. Interviews with and photographs of 
students taken for publication must also be approved by parents or legal guardians. 

Plan Development 

On July 1st each year the Safety Committee will convene to discuss necessary amendments to the Readiness and 
Emergency Management Plan.  An updated plan will be published yearly on The 1st of August.  Through the year 
necessary changes will be documented below and signed off by the Command Team Director, Claire Cohen.  Parents 
will be made aware of Belmont Academy Charter School’s preparedness measures at the commencement of school 
each year and will be informed that a copy of the Readiness and Emergency Management Plan is available at their 
request in the Main Office at all times. 



Notes and Documented Changes 

  

Date/Time:                                                 Name: 

NOTES: Related Incident: 

Necessary Action: 

Official change to Readiness and Emergency Management Plan: 
  
  
  
  
  
  
 
 
 
 
 
 
 
 
 
 
 
___________________ (Signature of Command Team Director/Date) 
  

  



Teacher Checklist 
 
Look for safety concerns 
Carry Emergency Clipboard 
Lead Students through necessary Plan 
 
Command Team Checklist 

  
Evacuation Supplies 

 First Aid Kit / Student Medication  
 School Roster and Phone List  
 Faculty List  
  
Floor Clearance 

 1st Floor Rooms Elementary 
 1st Floor Rooms Middle 

 Auditorium  
 2nd Floor Rooms Elementary 
 2nd Floor Rooms Middle 

 3rd Floor  
  
Door Clearance 

 Check all exits 

  

COMMAND TEAM 

Location: Main Office 

Command Team 
Claire Cohen 
Dave Cameron 
Jeanne DiLeanardo 
Sherman Paige 
Jason Glass 
Tony Dover 
Stacecy Holmes 

 

 The Command Center Coordinator will make all announcements and direct other 
members of the command team.  The Command Center will communicate with the 
faculty/staff, police, fire department, and the Community Education Alliance main office. 
  
See other specific responsibilities below. 
(In the case of absence or inability to fulfill duties a backup member has been 
designated in italics) 

  

 



Emergency Phone List  

EMERGENCY PLAN PHONE NUMBERS 
Emergency Services: 
Police: 911 
Fire Department: 911 
Poison Control Help Hotline: 1-800-222-1222 
PA Dept. Human Services: 1-800-932-0313 
16th Police District: (215) 686-3160 

Belmont Academy Charter School: 
Main Office: 215-386-5768 
Lunch Room: 215-386-4764  
 

Belmont Charter School:  
Main Office: 215-823-8208 
Claire Cohen: 215-520-0617 

Community Education Alliance/Locust 
Street: 
CEA Office: 215-790-1294 
Jennifer Faustman: 215-520-1973 

2nd Antioch Baptist Church: 
Pastor Knox: 215-387-6774 

  

 BELMONT ACADEMY CHARTER ALL STAFF: 

 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

* Bolded Names are CPR and First Aid Certified 



 

 

Student Incident 

Report Form 

  

Date: _________________  Location: (BCS,BACS)______________________________ 

  

Name of Teacher/Staff Member: _____________________________________________ 

  

Name of Student (s) Involved: _______________________________________________ 

  

________________________________________________________________________ 

  

Grade: ______Room #:_____________Date & Time of Incident: ___________________ 

  

Location of Incident:_______________________________________________________ 

  

Witness to Incident: _______________________________________________________ 

  

Describe, in as much detail as possible, the incident that look place.   

Include all possible causes of the incident. (use back, if needed).  

  

  

  

  

  

  

Describe the Actions You Took in Response of the Incident: _______________________ 

  

________________________________________________________________________ 

  

Was the Area Inspected Immediately After the Incident:                YES                   NO 

 

Describe the physical conditions after the incident and any relevant weather conditions if  

incident occurred outside:___________________________________________________ 

  

________________________________________________________________________ 

  

Signature(teacher/staff): _______________________________              Date: _________ 

  

  

Parent Contacted by: ______________________________________________________ 

Date: ___________________                                                                      

Time:___________________ 

  


