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This document presents examples from potentially threatening situations Seven Oaks 
Classical School (SOCS) may encounter. This Safety Operations Plan (SOP) is intended to 
provide families with guidance on how SOCS will address emergencies.  
 
SOCS will follow the Indiana Department of Education, State, and Federal, guidelines in 
accordance with IC 4-22-2, IC 12-17-12-19, House Bill 1230.  
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I. Introduction  
 
 
A: The Purpose of the Plan 
 
The purpose of the Seven Oaks Classical School Operation Plan is to address, identify and 
outline the responsibilities and duties. Developing and training in emergency response plans will 
help staff and students respond promptly and prudently in an emergency. Seven Oaks seeks to 
take every possible precautionary step to ensure the safety of each person on school grounds.  
 
This plan provides parents and others within our community the assurance that Seven Oaks 
Classical School has established guidelines and procedures to address and respond to hazards 
or incidents on our campus in an effective and organized manner.  
 
The following guidelines and procedures are for dealing with existing and potential threats to the 
students, staff, and school community members in accordance with state and federal 
regulations. Faculty and staff members will be trained on a regular basis during staff in-service 
and throughout the school year.  
 
Assistant Headmaster Tyvoris Thomas heads the school’s SOCS Emergency Response Team. 
He is assisted by the Operations Manager Dana Geldhof. Community members with any 
questions or concerns should email the Operations Manager 
dana.geldhof@sevenoaksclassical.org.  
 
B: Definitions and Terms 
 
Chain-of-Command: The line of authority that indicates who is in charge of whom and who 
needs to be asked for permission in different circumstances. 
 
Incident: An incident is an occurrence – natural, technological, or human-caused – that 
requires a response to protect people or property.  
 
Hazard: Hazards shall include situations involving threats of harm to students, personnel, 
and/or facilities. Hazards include but are not limited to natural, technological, and 
human-caused incidents. Hazards may require an interagency response involving law 
enforcement and/or emergency services agencies depending on the size and scope of the 
incident.  
 
Inservice: “Training”; actively engaging in professional development classes, lectures, drill 
and/or conferences. 
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Man-Made Crisis: A disastrous event caused by one or more individuals. An incident that is not 
a Natural disaster.  
 
Natural Disaster: An event caused by nature that may result in damages, injury, or death.  
 
“Walk with a purpose”: A term often used when trying to guide our students to move quickly 
and quietly from one location to the next.  
 

II. School Demographics  
 
C: School population and demographics 
 
General Population: Seven Oaks Classical School enrollment is located at 200 E. Association 
St., Ellettsville, IN 47429. The building is two stories on a 9.23 acre campus.  
 
Students will be supported in the 2019-20 school year by a staff and faculty consisting of:  

❏ Headmaster, Dr. Stephen Shipp 
❏ Assistant Headmaster, Tyvoris Thomas 
❏ Operations Manager/School Resource Officer, Dana Geldhof  
❏ School Nurse, Angela Summerlot 
❏ Business Manager, Scott Reynolds 
❏ Director of Philanthropy and Marketing, Cynthia McBurney 
❏ Office/Administrative Staff 
❏ Full time teachers and aides. 

 
A master schedule by, grade levels, and class roosters are located in the front office and will be 
kept updated throughout the school year.  A copy of the master schedule is located in the crisis 
prevention folder as well.  
 
Due to confidentiality, safety, and security, the information on the Master Schedule will not be 
released to parents, guardians or community members. Staff and faculty are not to release this 
information without the guidance and approval from the school Headmaster or designee.  
 
Seven Oaks Classical School in accordance with state and federal regulations follow all 
applicable HIPPA and FERPA guidelines.  
 
For questions pertaining to the HIPAA/FERPA  guidelines see 
https://www.sevenoaksclassical.org/student-handbook or email: 
HIPAA -  angela.summerlot@sevenoaksclassical.org  
FERPA - terri.freeman@sevenoaksclassical.org 
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Each classroom is equipped with emergency reference maps showing the nearest emergency 
exits.  
 
Teachers are equipped with safety bag which will be carried during all emergency situations.  
 
Special Needs Population: Seven Oaks Classical School is committed to implementing a safe 
evacuation plan for students and staff with special needs.  
 
The special needs population may include students/staff with:  

❏ Blindness or visual disabilities  
❏ Cognitive or emotional disabilities  
❏ Deafness or hearing loss  
❏ Mobility/physical disabilities (permanent and temporary) 
❏ Medically fragile health (including asthma and severe allergies). 

 
The Health Office staff and Director of Student Services are trained for individual safety and 
security plans for students needing special accommodations. These plans are individually 
written and distributed to the appropriate faculty or staff members responsible for the student.  
 
 If your student requires special accommodations please email: 
terri.freeman@sevenoaksclassical.org and angela.summerlot@sevenoaksclassical.org 
 
Building Information 
 
Seven Oaks Classical School is located in the heart of Ellettsville, IN, on a 9.23 acre lot. The 
school building consists of approximately 97,000 sq. ft. There is central elevator, three parking 
lots, and a fenced playground.  
 
SOCS employs a third party for 24/7 fire and security  monitoring.  In the event of an active 
alarm the company will dispatch emergency responders. The alarm company will then proceed 
to contact our Emergency Response Team members who are on call 24/7, 365 days a year.  
 
Pull stations are in compliance with Section 5.13.8, NFPA 72, 2007 and are located closer than 
the required 200ft. All fire suppression equipment is routinely inspected to meet all safety 
standards.  
 
Preparedness and Prevention 
 
Preparedness is achieved by continuously adjusting, planning, communicating and training. 
Seven Oaks Classical School strives to be prepared, organized, and equipped to respond to any 
issues to protect the lives of our students, staff, faculty, volunteers. We also train to reduce risk, 
destruction, or permanent damage to our building. Ways in which we will constantly prepare 
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include maintaining this document, training staff and students through live drills, exercising new 
best practice drills, and reviewing our routines and responses to improve.  
 
SOCS is dedicated to upgrading and maintaining a safe and secure environment, including but 
not limited to a prompt response to any bullying or behaviors that will undermine the safety, 
security and integrity of our school. Our growing dedication to increasing facility  needs is a 
progressive process as we undergo numerous safety analysis. 
 
In addition, all SOCS staff members will wear identification badges at all times while on 
campus. All visitors must report to the main office and sign in before entering the school, as 
well as board members, substitute teachers, room liaisons and PTCA volunteers. All traffic is 
monitored at point of entry with a keyscan and live audio/video system.  
 
If a person arrives for a parent/teacher conference, the teacher will escort the person(s) from 
the main lobby to the meeting areas. Our goal is to reduce the foot traffic within our halls to only 
staff and students on a regular basis.  
 
The front office is not accessible to outside community members, parents, contractors 
volunteers from 7:25am-8:00am and again from 2:30pm-3:45pm.  Phone calls will be answered, 
but we ask that if a student is needing an early dismissal that arrangements be made in 
advance by emails to attendance@sevenoaksclassical.org.  
 

III. Accountability  
 
F: Planning Assumptions, Expectations, and Limitations 
 
Stating the planning assumptions allows Seven Oaks Classical School to deviate from the SOP 
should need arise. As an education facility we strive to create a nurturing, secure and safe 
environment. Our SOP assumes: 
 
1. Assumptions and Expectations 
 

❏ Our school will will face potential hazards and incidents, and those hazards or threats 
may change over time. 

❏ Major disasters can occur at any time or place, with or without warning. We expect to 
prepare for those that may be prepared for.  

❏ Outside assistance from local fire, law enforcement, and emergency operators will be 
available in most serious incidents. Due to any delays in response time it takes time, it is 
essential for the school to be prepared to carry out the initial incident response until 
responders arrive at the incident scene, especially where needed to protect the health or 
safety of individuals on campus or to mitigate damage to the building. (For example, 
AEDs, and first aid kits are kept throughout the facility.)  
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❏ A SOP, as well as routine inspections, training, and education, can help reduce 
emergency situations. Allowing stakeholders (i.e., parents, staff, faculty, board 
members) to exercise this plan can help the school improve the emergency plans.  

❏ Adequate training for  substitute teachers and volunteers will help reduce confusion 
during an emergency situation as well. Teachers are required to include emergency 
plans and all other necessary information readily available with their lesson plans. 

 
2. Limitations 
 
It is the policy of Seven Oaks Classical School that no guarantee is implied from this plan. As 
personnel and resources may be exhausted or limited in the occurrence of an incident or 
hazard. SOCS will make reasonable efforts to manage and maintain the situation with the 
information and resources available at the time.   
 
In the event of any emergency, any person that is not an employee of Seven Oaks, excluding 
substitutes that are not actively working the day of, should not intervene or distract faculty or 
staff to allow the staff member to perform his/her duty as assigned. Our Emergency Response 
Team will communicate updates and information as they become available. We will 
communicate via email, remind app and voice calling systems. Staff or any individual in the 
building in an emergency situation are not permitted to use their personal devices unless direct 
permission is given by the school Headmaster or designee.   
 

IV. Emergency Response Team members and Responsibilities 

 
This section will outline the organization chain of command that will be relied upon in the case 
of an emergency. This section will include:  

❏ Emergency Response Team members (ERT) 
❏ Chain of Communication. 
❏ General expectation of compliance  

 
A: Emergency Response Team members consist of: 

- Stephen Shipp - Headmaster 
- Tyvoris Thomas - Assistant Headmaster 
- Scott Reynolds - Business Manager 
- Dana Geldhof - Operations Manager 
- Angela Summerlot, R.N. - School Nurse 
- Terri Freeman - Director of Student Services 

  
B: Chain of Communication 
The SRT will meet once a month to review and evaluate all health and safety concerns.  
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If you would like to address an issue, or ask questions please email our Operations Manager 
dana.geldhof@sevenoaksclassical.org. All information will be discussed and reviewed with the 
ERT. It is not the responsibility of a teacher or staff members outside of the ERT to respond to 
emails, phone calls or text messages related to health and safety concerns. It is the 
responsibility of the Operations Manager and ERT.  
 
C: Teachers 
Teachers will be responsible for the direct supervision of students and shall remain with the 
students until directed otherwise by a member of the Emergency Response Team.  
 
Responsibilities include:  

❏ Supervision of students under their charge.  
❏ Take steps to ensure the safety of students, staff, and other individuals in the 

implementation of an emergency situation.  
❏ Direct students in their charge to inside or outside designated meeting locations, in 

accordance with signals, warnings, or written notification. 
❏ Provide appropriate guidance and support during an incident.  
❏ Take attendance when class relocates to their emergency location.  
❏ Report missing students to the appropriate designated individual (based on education 

location).  
❏ Follow directions or commands from the SRT members or emergency responders.  
❏ Obtain first aid services for injured students from the school nurse or person trained in 

first aid. Arrange for first aid for those unable to be moved. Render first aid if necessary. 
 
All school staff are trained and certified in first aid, CPR/AED, and bloodborne pathogens.  
 
One or more members of the Emergency Response Team are trained or certified as a 
registered nurses, first responders, FEMA and OSHA trained in emergency crisis prevention, 
certified as a crisis prevention specialist, and certified and educated in school safety and as 
school resource officers. 
 
D: Student Responsibilities 
 
Students’ responsibilities include:  

❏ Cooperate during emergency drills and exercises, and during an incident.  
❏ Learn to be responsible for themselves and mindful of others in an incident.  
❏ Understand the importance of not being a bystander by reporting situations of concern.  
❏ Develop an awareness of natural, technological, and human-caused hazards and 

associated prevention, preparedness, and mitigation measures.  
❏ Take an active part in school incident response/recovery activities, as age-appropriate. 
❏ Take initiative to report and emotional or behavioral concerns of their peers.  
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F: Parents/ Guardians 
 
Parents and guardians can: 

❏ Encourage and support school safety, violence prevention, and incident preparedness 
programs within the school.  

❏ Participate in volunteer service projects for promoting school incident preparedness.  
❏ Adhere to the school’s daily operation procedures including, early and late dismissals, 

and other related release information.  
❏ Practice incident management preparedness in the home to reinforce school training 

and ensure family safety.  
❏ Understand parent/guardian roles during a school emergency. 
❏ Communicate early any concerns, issues or incidents with the SRO/ERT via email, or by 

phone. Information must be reported directly to the Operations Manager @ 
dana.geldhof@sevenoaksclassical.org or by phone @ 812-935-5003, ext. 5925 

❏ For the safety and security of all involved, parents should wait for clear instructions from 
the ERT, Headmaster or designee for reunification information via communications 
stated previously in this plan.  
 

V. Direction, Control, and Coordination  

 
A: Direction  
To provide for the effective direction, control, and coordination of an incident, either single site 
or multi-incidents, the school standard operating procedure will be to activate the Incident 
Command System (ICS).  

 
ICS for Seven Oaks Classical School will be broken into two sections. The first will be led by the 
Headmaster, Assistant Headmaster, Health Office, and Student Services Director. These 
persons will remain with staff and students in any emergency.  
 
The second ICS will be designated by the Operations Manager and Business Manager who will 
remain with the building and coordinate with emergency responders, search and rescue, police, 
fire or tactical response teams.  
 
B: Control  
In an event that Seven Oaks campus must evacuate all students, then staff and administrators 
are to guide students with a sense of urgency to the designated locations set forth by grade 
levels.  
 
C: Parent-Student Reunification  
In the event parents and students need to be reunified, they will be directed to assemble at one 
of the locations which will be communicated by the Emergency Response Team designated 
spokesperson. Administrative personnel will be responsible for contacting the students 
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caregiver, documenting pickup/release, and remaining with any students still under the school’s 
care after an emergency is over.  
 
Teachers, support staff, substitutes: Employees should refrain from using their cell phones, 
social media, or communication devices during an incident.  
 
Parents, guardians, caregivers: The school understands events like this are traumatizing for all 
parties involved. However, it is imperative that parents await guidance from the school and not 
crowd the campus or reunification location.  
 
 

VI. Communication  

 
A: Communication with Parents 
 
Before an incident occurs, SOCS will:  

❏ Familiarize parents with the school’s communication tools so that they are aware of how 
alerts and incident information will be communicated.  

❏ Inform parents about the school’s emergency safety plans, its purpose, and its 
objectives. Information will be included in the school newsletters throughout the school 
year. 

❏ Updated copies and manuals will be posted on the SOCS webpage. 
 
In the event of an incident, SOCS will:  

❏ Disseminate information via text messages, radio announcements, and emails to inform 
parents about exactly what is known to have happened.  

❏ Implement the plan to manage phone calls and parents who arrive at a designated 
location.  

❏ Provide information regarding possible reactions of their children and ways to talk with 
them. Provide a phone number, website address, or recorded hotline where parents can 
receive updated incident information.  

❏ Inform parents and students when and where school will resume.  
 
After an incident, SOCS  administrators will schedule and attend an open question-and-answer 
meeting for parents, guardians, and caregivers as soon as possible.  
 
Counseling assistance will be provided for any faculty or staff members as needed for support 
during a crisis.  
 
B: Communication with Media 
 
In the event of an incident, the designated member of the Board of Directors, will:  
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❏ Speak as a representative of Seven Oaks.  
❏ Establish an off-campus briefing area for a press conference.  
❏ Coordinate messages, meeting, and updates with the Board of Directors.  

 
C: Staff Members 
 
Seven Oaks Classical Staff members are to refrain from engaging in any conversations with 
media outlets or posting to social media, including pictures or video from an incident that has 
taken place. Failure to comply with this may lead to disciplinary actions.  
 
D: Parent Teacher Community Association Board Members 
 
PTCA board members will refrain from engaging in any conversations regarding any incident 
but will refer all communication back to the ERT members and the school’s spokesperson. This 
includes turning off comments and commentary on any PTCA run social media outlets.  
 
 E. Communication after an Incident / Recovery Process  
 
The staff/faculty teams will:  

❏ Conduct a comprehensive assessment of the physical and operational recovery needs. 
❏ Operations Manager will assess physical security, data access, and all other critical 

services (e.g., plumbing, electrical). 
❏ Document damaged facilities, lost equipment and resources, and special personnel 

expenses that will be required for insurance claims and requests for State and Federal 
assistance. Arrange for ongoing status reports during the recovery activities to: a) 
estimate when the educational program can be fully operational; and b) identify special 
facility, equipment, and personnel issues or resources that will facilitate the resumption 
of classes.  

❏ Examine personnel resources and address any educational needs required to open, 
display, or move Seven Oaks classrooms temporarily.  

❏ Inform school personnel, students, and parents on available crisis counseling services.  
 

The school administration will:  
 

❏ Identify recordkeeping requirements and sources of financial aid for State and Federal 
disaster assistance.  

❏ Establish absentee policies for teachers/students after an incident.  
❏ Establish an agreement with mental health organizations to provide counseling to 

students and their families after an incident.  
❏ Provide long-term PTSD educational information for all staff and students.  
❏ Develop alternative teaching methods for students unable to return immediately to 

classes: guided study, tutoring, etc.  
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❏ Get stakeholder input on prevention and mitigation measures that can be incorporated 
into short-term and long-term recovery plans. 

 

VII. Authorities  

 
This plan will be reviewed on an ongoing basis by the Emergency Response Team members.  
 
Updated copies will be released online. Paper copies are available at the front office.  
 
No changes to these procedures are permitted by one individual. The ERT must approve in 
majority all changes.  
 

VIII. Training  

 
Seven Oaks Classical School understands the importance of training, drills, and exercises in 
maintaining and planning for an incident. To ensure our personnel and community first 
responders are aware of their duties and responsibilities under the school plan, we will run drills 
in accordance with state and federal standards. 
 
The school will provide the following trainings:  

❏ Hazard and incident awareness training for all staff.  
❏ Review of the school’s safety-related SOPs with each individual teacher, and staff 

member within the first 2 months of school.  
❏ First aid, AED, and CPR for all staff prior to students returning.  
❏ Team training to address specific incident response or recovery activities, such as 

parent-student reunification, special needs, and relocation with designated staff and 
administration personnel.  

❏ Two online FEMA courses: ICS 100 and IS-700 (Assistant Headmaster and Operations 
Manager only)  

 
All Seven Oaks Staff members are expected to understand and know their personal emergency 
responsabilites.  
 
 

Procedures 

 
In compliance with State and Federal standards Seven Oaks Classical School conducts all 
safety drills required by the Indiana Department of Education.  
https://www.doe.in.gov/ 
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