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     PURPOSE 

Having a systematic plan for the health and safety of students and employees of Marion 

Technical   College (MTC) is deemed essential to effective instruction, to high levels of 

student achievement, and to the personal welfare of the students and employees of the 

institution. Implementation and coordination of the plan ensures a safe climate conducive 

to education and success. 

 

     Established Procedures 

Marion Technical College utilizes the many resources of Marion County 

Public Schools, as well as, MTC specific procedures, to assist in ensuring a safe and healthy 

environment for all students, employees, and visitors. Following is a listing of established 

routines and procedures that are in place and followed by the faculty, staff, and 

administration of MTC: 

 

1. Awareness - Faculty, staff, and administration work together to create a high 

level of awareness of health and safety for students enrolled in the programs 

of the institution. 

 

2. Safety Instruction - General safety and health instruction is provided to 

students in each program area at the beginning of a new term. 

 

3. CPR and First Aid - Students in all programs are required to complete CPR and 

First Aid training as a portion of the program, if applicable. 

 

4. Wellness Training - Faculty, Staff, and Administration of MTC are afforded the 

opportunity for instruction in CPR and First Aid. 

 

5. Hand Sanitizer - Hand Sanitizer dispensers are located throughout the building 

for easy access. 

 

6. AEDs / Bleed Kits- Two AED units and bleed kits are located in the school: 

Brewster Hall and the Reception area. Signs are posted to designate AED 

locations. 

 

7. First Responders — MTC has designated individuals who serve as First 

Responders in the case of an accident or injury. These individual's names are 

posted; they can be contacted by school radio. 



8. Classroom Postings - A wall mounted pocket has been installed in each 

classroom and office that contains documentation with specific instructions in 

cases of emergencies. Color coded charts contain documentation for 

classroom emergency responsive instructions. 

 

9. Code Drills – “Code Red” and “Code Yellow” Drills are conducted each year 

during day and evening to ensure that all faculty, staff, and students are aware 

of their responsibilities during an emergency crisis situation. 

 

10. Fire Drills - MTC conducts the district required (11) fire drills each year, 

scheduled at differing times of the day and week to ensure that all students 

are aware of and follow the required evacuation procedures. 

 

11. Statewide Tornado Drill - MTC participates in the Florida Statewide Tornado 

Drill held annually. 

 

12. District Annual Safety Inspection - During March of each year the district safety 

office conducts a complete inspection of the school and documents safety 

infractions and/or conditions that are considered hazardous. Work orders are 

created to correct unsafe conditions, and are completed by the District 

Technical Services Department and/or MTC-based personnel. 

 

13. Periodic Health Department Inspections - Annual inspections are conducted 

each year by the Marion County Health Department to ensure a safe and 

healthy environment. 

 

14. Kitchen Inspections - The Commercial Foods kitchen and the Campus Grill are 

inspected twice each year by the Marion County Health Department. 

 

15. Safety Surveys - Surveys are conducted periodically by various members of the 

MTC faculty, staff, and administration. The results of the surveys are compiled 

and unsafe conditions are addressed and corrected. 

 

16.  Safety Committee - The committee consisting of Career Education 

Facilitators, Program Managers, Coordinators, Instructors and Clerks 

serve as members of the MTC Safety Committee and meet at least once 

a month to discuss safety concerns. 

 

17. Building and Campus Evacuation Plan - A written plan and map is revised each 

year to provide efficient egress from the buildings to an area of safety in the 

event of emergency requiring evacuation. 



18. Annual In-service Training - Annual preplanning meetings are held prior to the 

start of the fall semester to emphasize safety and health related procedures. 

 

19. Campus Cleanliness - The MTC campus is maintained by the school’s custodial 

staff and maintenance personnel to ensure cleanliness and safe conditions. 

 

20. Classroom and Lab Areas - Faculty and staff are required to maintain their 

workspace to minimize clutter and maintain an attractive and clean 

professional learning environment that reflects the professional workplace. 

 

21. Pest Control Services – MTC pest service is rendered by District’s maintenance 

personnel to ensure control of insects and rodents in the building. 

 

22. District Emergency Management Procedures - MTC maintains a current copy 

of the District Emergency Management Procedures in the Assistant Principal 's 

office. 

 

23. District Emergency Preparedness Site Specific Information - A copy of the district 

Emergency Preparedness manual is located in the Principal's office, including 

information on the Incident Command System (ICS). 

 

PERSONNEL RESPONSIBLE FOR IDENTIFYING SAFETY ISSUES 

 All faculty, staff, and administration are responsible to report to the Assistant Principal any 

safety issues that they identify. In addition, MTC's Safety Committee is responsible for 

identifying and notifying administration of safety issues. The Safety Committee addresses 

issues regarding campus safety and proactive strategies to guarantee a safe learning 

environment. The Safety Committee meets throughout the year to help identify and 

eliminate potential safety hazards on campus. 

 

EMERGENCY RESPONSE AND CRISIS MANAGEMENT PLAN 

 MCPS develops and annually updates the Emergency Response and Crisis Management 

Plan that ensures the health and safety of the institution's employees, students, and visitors; 

MTC follows the established procedures. The plan consists of MCPS district-wide protocols 

for response, evacuation, medical, student welfare, violence and crime, natural disaster, 

facility, and hazardous materials. MCPS also develops and annually updates the Health 

Coordinator Manual that includes such topics as Automatic External Defibrillator (AED) 

information, blood borne pathogens, Right to Know information, and first aid emergency 

care; MTC follows the established procedures. 

 

Using the MCPS template, MTC develops the School Emergency Plan which is 



reviewed by MTC's administration and Safety Committee and updated annually. 

 

Safety procedures are reviewed with faculty and staff annually and are 

included in the MTC Policies and Procedures Manual which is available on 

MTC's SharePoint. 

 

Emergency evacuation procedures are posted in all classrooms for student access. 

Students are informed of the institution's safety policies and procedures during 

school and program orientations, and safety information is available in the 

catalog and posted on the school 's website. 

 

EVALUATION OF THE PLAN 

In addition to the input received from the Safety committee, suggestions for 

health and safety are received from a variety of sources such as program 

advisory committees, students, faculty and visitors. Feedback provides additional 

input for identifying and eliminating potential safety hazards on campus. The 

administrative team discusses the input received and annually reviews and 

revises the plan as needed. The plan for assuring the health and safety of MTC's 

employees, students, and visitors has been distributed to staff via the MTC 

SharePoint and is available to students and the public on the MTC website. The 

Emergency Response and Crisis Management Plan established by MCPS and 

implemented by MTC is not available to students or the public per MCPS 

mandates. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Student Accidents 
 

▪ Please complete a Student Accident Report, eRMD07, for all student injuries no matter 

how minor. The supervising staff member should do this on the day of injury. 

 

▪ Schools should no longer forward student accident reports to Risk Management. If the 

injury is minor in nature, simply keep on file at your school for five years due to possible 

litigation, after which you can discard. This is the responsibility of each school. 

 

▪ If the injury is serious call the emergency contact numbers on the student information 

card and find out if the parent or guardian wants to pick up the student or wants 911 to 

be called on their behalf. Then immediately call the Risk Management Hotline at 671-

6923 to report and email the Student Accident Report to Cheryl Brown. If the injury is 

life-threatening, immediately call 911, then the parent and the Risk Management 

Hotline. 

 

▪ If there is any student accident (major or minor) which you are concerned about for 

liability reasons, please contact Cheryl Brown. 

 

▪ If a parent requests a copy of the accident report, or wants to file a claim, please contact 

Cheryl Brown for approval prior to giving any information. 

 

▪ If the student was injured in a school sponsored athletic or club event, the coach/trainer 

should complete a Claim Reporting Form. This form is then mailed/faxed to School 

Insurance of Florida. Upon receipt of the form from the school, School Insurance of 

Florida will mail claim-filing instructions directly to the student’s home to enable parents 

to complete the claim filing process. As with the student accident forms these Claim 

Reporting Forms must also be kept on file for five years. 

 

 

 

 

 

 

 

 

 

 
Any questions - Please contact Cheryl Brown at (352) 671-6980 



 

☐ 

☐ 

☐ ☐ 

☐ ☐ 

☐ 

☐ 

☐ ☐ ☐ ☐ 

☐ ☐ 

☐ ☐ ☐ 

 
Risk Management Division 

1105 SW 7th Road 
Ocala, FL 34471 (352) 671-6910 

 

Please Print Clearly 
 

1. Student Name: 2. Address: 3. Parent/Guardian Phone Number: 

4. Age: 5. Gender: Male 

Female 

6. School: 7. Grade/Special Program: 

8. Date of Accident: Time: 

9. Type of Injury: (Bruise, Cut, Abrasion, Bleeding, Strains/Sprains, Other-Describe) 

10. Name of Body Part Injured: Left Right 

11. Eyewitness: Yes No 

Student  Student ID: 

Employee Name: Job Title: 

12. Accident Location: School Grounds/Outdoors School Building #: Room #: Field Trip Bus/Route #: 

13. Supervision Provided by: 
14. Unsafe Act by Injured Student: Yes No 

15. List Corrective or Preventive Action Taken Toward Injured Student: 

16. Description/Cause of Injury: (Who, What, When, Where, Why, and How) 

17. Clinic 911 First Aid 

18. Date of Report 19. Report Written by (Teacher, TA, Group Leader, Bus Driver): 
Please Print Clearly 

20. Principal/Site Manager Signature: 

 
(District requires a physical signature) 

21. Signature of Writer: 
 

(District requires a physical signature) 

This form is required for securing facts of student injuries. 

 
 

eRMD07 REV 07/2023 ~ An Equal Opportunity School District ~ 

STUDENT ACCIDENT REPORT 



Visitor Injury Procedures 
 

▪ Immediately following an accident, the designated first responder, or backup responder, 

should ask the visitor what part of their body is injured and render the appropriate first aid 

measures taught to MCPS first responders. 

 

▪ Ask if they want 911 or a family member to be called. Do not say or imply that MCPS will 

pay for ambulance charges or medical treatment. 

 

▪ Record their description of what happened with all details included on Accident Report-

Visitors, eRMD72, form. Remember it is their story not yours. Repeat back to them what 

you have written down so the visitor can verify the information they provided. 

 

▪ While doing the above, ask another employee to call the Risk Management Hotline (671-

6923) to report the incident. 

 

▪ Give the written information to the principal or department head to be signed. Forward 

completed form to Cheryl Brown. 

 

▪ Please do not discuss the accident with anyone except the principal or department head 

and Risk Management. 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Any 

questions – Please contact Cheryl Brown at (352) 671-6980 



                                                 Marion County 
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              Developing Successful Citizens —  

         Every Student, Every Day 

 

 

Safe Schools Department 
 

MEMORANDUM 

TO:   MCPS Administrators, Area Directors, Principals and  

FROM: Dennis McFatten, Director — Safe Schools Department 

DATE:  August 14, 2020 

SUBJECT: Modified Active Assailant Training 
 
 

 
Modified Active Assailant Training for School Staff 

Senate Bill 7030 requires that all school personnel read and understand the Marion 
County School Board Active Assailant Policy and to be trained in the event of an 
active assailant incident. The A.L.I.C.E. Protocol Video provides an overview of the 
concept, which gives all employees the option to respond in a manner that will 
provide the best outcome for them and their students' safety. 

 

The School Board of Marion County has deemed it necessary to modify the 

active assailant response training to adhere to the CDC guidelines regarding social 

distancing. In order to remain compliant with the active assailant policy: 

1. All classroom doors and windows will remain locked during instruction hours 

2. Active assailant drills must be conducted once per month 
 

At the suggestion of the Department of Education Office of Safe Schools, there may 

be a need to revise how safety drills are conducted. As a result, we will not utilize the 

options of Counter or Evacuate during an active assailant drill. The following shall be 

utilized in lieu of the traditional A.L.I.C.E. protocol options: 

1. Have a discussion concerning A.L.I.C.E. acronyms. 

a. A- Alert others of the assailant on campus (radios, intercoms, panic 

button). 

b. L- Lockdown in a room with a door that can be secured or barricaded. 

c. I- Inform 91 1 when it's safe to do so. DO NOT assume someone 

else called. 

d. C- Counter by barricading, evacuating or using any means to survive. 

e. Evacuate if it is safe to do so. Use windows, doors, etc. to 

escape danger. 



2. Demonstrate where the safe place is located within the classroom. Following 

the demonstration, a discussion should be held involving various active 

assailant scenarios. 

3. Hold a discussion regarding the students' response if they are located outside 

the classroom during an active assailant drill (bathroom, recess, cafeteria, 

hallways, etc.). 

4. Watch the short video on barricading doors and discuss with class. 

 
In the event of an actual Active Assailant incident, all A.L.I.C.E Protocol 
options to include Counter and Evacuate should be considered. 
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SEVERE WEATHER PROCEDURES 

*Save for future reference 

 

What should be done when Severe Thunderstorms are in Marion County? 

 

School and District Administrators should monitor their NOAA Weather Radios (with “Specific 

Area Message Encoder” – S.A.M.E. technology) and TV weather broadcasts. Be prepared to 

implement your severe weather plan. Damaging winds from thunderstorms and tornados can 

occur with little or no warning. 

 

What should be done during a Severe Thunderstorm “Watch”? 

 

Outdoor activities could continue but the weather must be monitored closely at each location 

by assigned personnel with knowledge of the severe weather plan. If or when it becomes 

necessary, each site administrator or designee should bring students and employees into brick 

and mortar buildings until the weather threat clears out. If conditions worsen, be prepared to 

activate your severe weather plan and move students, staff and/or employees to the pre-

determined severe weather areas within your building(s).  

 

What should be done during a Severe Thunderstorm “Warning”? 

 

Continue to monitor conditions by listening to NOAA Weather Radio and local TV weather 

reports. Watch the skies for worsening conditions such as strong straight wind, circulating 

clouds, severe lightning or a tornado. Portables should already be evacuated before these severe 

weather conditions start to occur. Activate your local tornado plan if conditions warrant and do 

not wait for another agency (i.e. – NWS) or department to notify you. 

 

When appropriate, bus drivers should be informed of the threat of dangerous thunderstorms. 

Bus drivers should be prepared to take the necessary safety measures if conditions deteriorate. 

Delayed departure of school buses should be considered if watches or warnings are in effect and 

severe storms are moving through bus route areas. If on route, bus drivers should consider 

pulling over to a safer location. Then move the students away from windows and instruct them 

to cover their heads with their arms and hands. 

Human Resources Department 

Risk Management Division 
1105 SW 7th Road • Ocala, FL 34471 

(352) 671-6910    

Fax (352) 671-4100 (General), Fax (352) 671-6913 (Benefits)  

F R S (800) 955-8770 (Voice) • (800) 955-8771 (TTY) 
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Do you have a tornado safety plan for your individual school or department? 

 

The most important part of tornado safety is for you to develop a good tornado plan tailored 

to your individual campus, building design and ability to move people. The “one size fits all” 

approach to tornado safety should not be used because every school and support department 

structure is different.  

 

The lowest possible level is the safest. However, in our larger schools or buildings, there may 

not be enough time to direct all occupants of the upper floors downstairs, or there may not be 

enough space on the lower floors to accommodate everyone affected. Therefore, this requires a 

customized plan which will vary with each location and requires open-ended guidelines by 

necessity. 

 

Things to consider for your individual school or department: 

 

• SECONDS MATTER. If it takes more than 2 or 3 minutes to move all upper-floor people 

down, the situation becomes more dangerous. Warnings are not absolutely perfect, 

radars can’t see everything, and tornadoes don’t always touch down miles away. Plan 

for a reasonable worst-case scenario – a tornado is spotted very close to your location 

and hits with little or no warning. During the majority of cases when there are warnings 

with several minutes of lead time, the plan can be executed and people are in a safer 

place within one or two minutes of the decision to evacuate.  

 

• FLYING DEBRIS. This is the biggest tornado hazard. Always put as many walls as possible 

between people and the tornado. If there is not enough time to move people to the 

ground floor of a building, are there interior hallways, rooms or corridors on the upper 

floor that are not exposed to the outside through windows, doors or walls of glass? This 

should only be a refuge of last resort. Remember, there is no place in a school district 

where personal safety can be absolutely guaranteed during a tornado. 

 

• PORTABLE CLASSROOMS. The MCPS severe weather plan must include getting students 

or employees out of portables classrooms or portable offices and into   brick and mortar 

buildings before outside conditions become hazardous. People should be evacuated from 

portables before the storm arrives – usually before the warning phase is issued by the 

National Weather Service. However, local weather conditions at each facility will 

naturally vary around the county and must be taken into account during the decision-

making process.  
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• DANGER – CAFETERIA, GYMS AND AUDITORIUMS. Large, open-span areas can be 

very dangerous in severe thunderstorms or tornadoes and should not be used. They have 

inherent structural weaknesses for winds beyond the local building code that make it 

possible for them to collapse.  

 

• All administrators and supervisors will need to decide individually when to evacuate to 

their safer locations if serious weather conditions start occurring in their immediate area 

and no statements have been issued by the National Weather Service. Remember 

tornadoes can occur with little or no advance warning. 

 

 

SOME ADVANCE STRATEGIES 

 

  

• During your response to severe thunderstorms and tornadoes be sure to include Food 

Service workers, Tech Services, Custodians, visitors, parents, etc., who are at your facility. 

 

• If your severe weather alarm system (I.e. – intercom) or method relies on electricity, 

have a compressed air horn or megaphone to sound the severe weather alert in case of 

power failure. 

 

• Make provisions for special needs students, staff or employees who need assistance 

getting to their assigned severe weather areas.  

 

• Designate someone on site to shut off electricity and gas in the event the school is 

damaged. Also, have at least two other people assigned as backups for this purpose. 

 

• Keep children at school beyond regular hours if the weather conditions in your 

immediate area become dangerous. Notify the superintendent’s office of the delayed 

dismissal. 

 

• Lunches or assemblies in large rooms should be postponed if severe weather is 

approaching. Cafeterias, gymnasiums and auditoriums offer no meaningful protection 

from tornado-strength winds. Severe thunderstorms can also generate winds strong 

enough to cause major damage to these taller buildings. 
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• You need to have or obtain a NOAA Weather Radio with a warning alarm tone, battery 

backup and S.A.M.E. technology that allows you to set the weather radio to go into 

alarm specifically for Marion County. 

 

• In addition, listen to radio and television weather broadcasts for information when 

severe weather is likely.  

 

• Do not open windows to equalize the air pressure or for any other purpose during 

storms. 

 

 

WHEN A TORNADO THREATENS OR STRIKES  

 

Follow your customized plan for severe weather as described above. Provide leadership for 

your students and/or employees when you make the decision to evacuate to the safer areas of 

your building or campus. Before a tornado hits your location, everyone should be on their 

knees or seated on the floor with their heads down, protecting the back of the head with the 

arms and hands.  

 

AFTER THE TORNADO 

 

Keep students and employees assembled in an orderly manner, in a safe area away from broken 

glass and other sharp debris, power lines, puddles containing power lines, and emergency traffic 

areas. While waiting for emergency personnel to arrive, carefully render aid to those who are 

injured. Keep everyone out of damaged areas of the school or facility due to possible instability 

of the walls and roof. No one should be allowed to use matches or lighters in case of leaking 

natural gas pipes or fuel tanks nearby.  It is very important for principals, teachers, directors and 

supervisors to set a calm example for those at the disaster scene. Be reassuring to all those 

involved. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sources:  FEMA; NWS; FDEM; SPC (Storm Prediction Center) 
 



 





 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


