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Program Philosophy 

Philosophy of the St. Patrick School Athletic Program 

The athletic program of St. Patrick strives to develop a Christian athlete who places God ahead of 
individual or team victories and who strives to play to the best of his/her ability while exemplifying the 
qualities of good sportsmanship and fair play. The development of the individual athlete is placed ahead 
of winning. The student athlete will grow spiritually, physically, psychologically and socially through 
his/her participation in a positive athletic program. 

 
Program objectives: 

 The student athlete will develop spiritually by learning to place God at the forefront of his/her 
athletic endeavors. 

 

 The student athlete will develop physically by learning sports skills and improving physical 
conditioning, developing good health habits, and learning to avoid injury. 

 

 The student athlete will develop psychologically by learning self-discipline and responsibility and 
by developing feelings of self-worth. 

 

 The student athlete will develop socially by learning appropriate standards of behavior: by learning 
to cooperate with others and to develop a positive feeling of spirit and by learning the effects of 
competition by playing to win while learning from defeat. 
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By Laws and Procedures 

By-laws of the Booster Club 

General 
The Booster Club is a volunteer organization who administers the athletic program for St. Patrick 
School. 

 

The Booster Club has the responsibility to inform the Principal of funding activities related to the St. 
Patrick Athletic program in September and June of each year. 

 
Families participating in Athletics at St. Patrick School, by default, endorse policies and procedures 
established by the Booster Club. 

 

St. Patrick is a member of the Northeast Illinois Catholic Conference (NICC). Members of the Booster 
Club will abide by the by-laws and guidelines set by the NICC. The Booster Club guidelines will supersede, 
but not conflict with those of the conference. 

 
 

Athletic Board 
The Athletic Board is the decision making body of the Booster Club. The Athletic Board will consist of 
the following positions: 

 Athletic Director (appointed by the School Principal)

 Treasurer (appointed by the School Principal)

 School Representative (appointed by the School Principal)

 School Principal

 
Meetings 
The Booster Club member will hold coaches meetings before each season begins. If you would like to 
meet with the Athletic Director, please contact him at athleticdirector@stpatrickwadsworth.org.   We will 
not meet monthly, unless a meeting is requested. 

 For scheduling purposes, any person who would like to discuss an issue at a Booster Club meeting 
will need to e-mail the Athletic Director prior to the meeting. The e-mail address is found on the 
school web site.

 All meetings of the Board are open to members of St. Patrick School. However, the Board shall 
have the right to adjourn to Executive Session to discuss any matter pertaining to the Athletic 
Board.

 Special meetings may be held as seen necessary by the Athletic Board.

mailto:athleticdirector@stpatrickwadsworth.org
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General Rules and Regulations 

 General activities of the Booster Club, which may include the formation of athletic teams, additional 
sports or teams, participation in additional leagues and fundraising for the Booster Club, may be 
subject to approval of the school board.

 

 Student participation in the athletic activities is subject to the academic eligibility rules for 
extracurricular activities, as established by the faculty and School Board. The athlete must attend St. 
Patrick School to participate in the Athletics program.

 

 In the event of unusual circumstances, the Principal of the School and the Pastor of St. Patrick Parish 
are empowered to act on behalf of the school board with regard to the athletic activities.

 

 The Athletic Board will establish rules regarding participation in the athletic events and competitions, 
as required. All such rules should be established with regard for the athletic philosophy of St. Patrick 
School.

 

 The Athletic Board will make recommendations to the School Board for membership dues and fees 
to be associated with the Booster Club and athletic activities.

 

 The Treasurer will furnish the Principal with a yearly budget and monthly financial accounting.
 

 Parent and coach’s concerns will be handled by the Athletic Board.

 The Athletic Director will do all the scheduling of games, practices, and then submit them to the 
school office for approval.

 

 The School Representative will contact the Athletic Director regarding a player’s academic ineligibility.
 

 The Athletic Director of Booster Club will notify the coaches of a player’s academic ineligibility.

 If a student is absent a full day due to illness, the student is not allowed to participate in any 
games/practices that day. The rules do not include weekends, ie: if a student is absent on a Friday, 
but it better on Saturday/Sunday, then they can participate.
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Procedures 

 

 The Booster Club will communicate information through the School bulletin, the Athletics page 
on the school web site. 

 

 The following forms must be completed on the RegisterMyAthlete website: 

o Athlete Information Sheet 
o Archdiocese Waiver 
o Parent Consent 
o Concussion Protocol Acknowledgement 
o Sports physical or required school physical – physicals are valid for one calendar year. A 

copy of the physical is required each school year and must be received prior to the first 
practice. 

• If a physical is not received by the Athletic Director prior to the first day of 
practice, the athlete will not be allowed to participate. 

 

 A Sport fee is due by the end of the first week of practice. 
o The sport fee is $60 per athlete. This fee is used to cover referees, building operations, 

uniforms, equipment, tournaments, supplies, and concessions. 
o If the sport fee is not received by the Booster Club Treasurer by deadline, the athlete 

will not be allowed to participate. 
 

 Athlete eligibility is governed by the school. The Booster Club does not have the authority to 
challenge decisions made by the school regarding academic or disciplinary ineligibilities. The 
policy and procedures are outlined in the school handbook. Notification of ineligibility occurs 
by e-mail on Fridays. Ineligibility will not affect the students’ ability to participate in evaluations. 

 

 An athlete suspended (in school or out of school) cannot participate in any games or practices 
during the suspension. 

 

 The teams are limited to 3 sporting events a week. An event is considered a game or a practice. 
Tournament games are not included in this limitation. A week begins on Monday and runs thru 
Sunday. 

 

 A sport will not be offered if it does not have a sufficient number of adult volunteers. 

o Head Coach 
o Assistant Coach 
o Sports Director 
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Activity Guidelines 

 

All athletic activities 

 No home athletic event will be scheduled during Mass time 

 Events will not be scheduled during Catholic Holy dates (examples: Ash Wednesday, Holy 
week, Christmas, Easter Monday) 

 All home events are authorized by the Athletic Director and approved by the School Office 
 

Practices 

 All practices will be held at the Boehm Center. 

 Track may practice at approved locations 

 Practices are limited to 90 minutes 

 Appropriate adult supervision must be present (minimum of 2 adults). 
 

Games 

 All games are scheduled by the Athletic Director 

 Home games are supervised by the Athletic Director and Sports Director 

Tournaments 

 The Booster Club will fund up to 3 tournaments per team per season (NICC conference 
tournament is included in the count). 2 paid tournaments and the Conference tournament 

 Tournaments are managed by the Tournament Director. 

 Coaches and/or parents are not allowed to enter tournaments using the St. Patrick name or 
uniforms without the consent of the Booster Club. 

 

Team parties or events 

 At the end of each season, each team will have the opportunity for a parent/athlete event.  If 
the team chooses to do this, it is up to the parents to fund their own event. The event must 
take place at St. Patrick School in conjunction with the last practice. Set-up and clean up are the 
parents’ responsibility. All season events must have Athletic Director and school office 
approval. 
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Booster Club Positions 

The Athletic program is made up of many talents. The program would not exist without the support of 
members and volunteers. Listed below are defined positions. Ad Hoc Committees or positions may be 
appointed by the Athletic Board from time to time to serve as needed. The Athletic Director shall be an 
ex-officio member of all committees. 

 
Below are tuition contract positions agreed by the Athletic Board prior to the school contract being signed. 

 

Concession Commissioner 

 Maintain food and beverages sold at the concession during Home Athletic events 

 Coordinate food receipts with Treasurer 
 

Tournament/Service Hour Director 

 Communicate with other school communities to find tournaments for teams to participate in. 

 Coordinate communication between tournament organizers and coaches. 

 Coordinate with Treasurer to pay the fees related to tournaments in a timely manner 
 

 Creates Sign Up Genius for home games for service hours.  

 Sends out service hour request to recent graduate families.  

 Sends Office completed Sign Up List prior to games to be put in Booster Book at games 
 
 
Additional responsibilities are designated to the following stakeholders:  
 

School Office 

 Prints sign up lists for volunteers to sign before each game. 

 Responds to service hour verification requests based on sign in sheets.  

 Places orders for new uniforms needed 

 Accept return of uniforms at end of year and work with coach regarding missing uniforms.  
 

Parents 

 Attend all mandatory Sports meetings 

 Sign up for necessary number of home games (concessions, security, set up/break down and 
score-keeping) 

 Ensure that gym is clean at end of game/practice 
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Athletic Director 

 Must be Virtus trained, pass a criminal background check, sign the Code of Conduct 
form and complete Mandated Reporter and Concussion on-line courses. 

 Attend conference meeting and schedule games 

 Plan a coaches meeting and go over: game schedule, schedule practices, expectations of 
coaches, parents and players. 

 Contact the referee scheduler – send them the game schedule 

 Schedule scorekeepers for each home game 

 Attend home games – make sure there is adequate work coverage (concession, 
admission, security and scorekeepers) 

 Pay Referee – must sign payment book 

 Help with set up and clean-up of all home game. 
 

Head Coach 

 Must be Virtus trained, pass a criminal background check, sign the Code of Conduct 
form and complete Mandated Reporter and Concussion on-line courses. 

 Set team direction. 

 Be a positive role model for the athletes. 

 Point of communication between Booster club members, players and parents 

 Attend coach’s meetings 

 Have a parent meeting before the season starts, going over expectations of the season. Go over 
the rules of the conference rules, playing time rules etc. 

 Report any problems to the Athletic Director, (including accidents, problems with any parents, 
teams etc) 

 

Assistant Coach 

 Must be Virtus trained, pass a criminal background check, sign the Code of Conduct 
form and complete Mandated Reporter and Concussion on-line courses. 

 Assist coach as required. 

 Be a positive role model for the athletes. 

 Attend coach’s meetings and the parent meeting. 

 Take uniform inventory 4 weeks prior to season start and submit any orders to Office.  

 Document size and number preference (BB only) for student uniforms 

 Manage return of washed uniforms at end of season 
 

Sport Director 

 Must be Virtus trained, pass a criminal background check, sign the Code of Conduct 
form and complete Mandated Reporter and Concussion on-line courses. 

 Attend all home games. 

 Oversee set-up and cleanup for all home games. 

 Oversee scorekeepers and refs. 

 Will be in charge when Athletic Director is not present. 
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Sports 
St. Patrick offers Volleyball, Basketball, Cheerleading, Cross Country and Track to students who attend 
St. Patrick School. The expectations and quality of play are different at each grade level. The 5th and 6th 
grade teams will focus on learning the sport and skill development. The athletes on these teams can expect 
equal playing time. The 7th and 8th grade teams are organized to be more competitive and do not require 
equal playing time, but a quality experience is expected from the coaching staff. Strategic playing time is 
used in competitions at the 7th and 8th grade levels to offer flexibility to play athletes that have the skill set 
needed for the event. 

 
All students that sign up for a sport by the cutoff date may participate. The teams at 5th, 6th, 7th, and 8th 
may be split into two separate teams if there are enough athletes and coaches to support two teams. The 
Athletic board will make this determination. If evaluations are needed, they will be conducted by a third 
party. Individual coaches will develop rotation procedures to ensure the athletes have sufficient playing 
time. The recommended team size maximum is 15 for volleyball and basketball. 

 
 

Specific Sports 
 

Girls Volleyball (August – October) 

 5th grade – Usually play on Saturdays at various schools in the conference. One school will host 
multiple games.

 6th, 7th, 8th - Matches are typically played weekdays in the evenings. Home and away events will be 
scheduled with the Conference schools that have teams.

 Will have to purchase volleyball t-shirt. You keep the shirt.
 
Cross – Country (August – October) 

 5th – 8th grade boys and girls – Meets are during the week and on the weekend.

 Will have to purchase cross country shirt and short. You keep the shirt/shorts.
 

Boys Basketball (October– January) 

 5th grade – Usually play on Saturdays at various schools in the conference. One school will host 
multiple games.

 6th, 7th, 8th - Matches are typically played weekdays in the evenings. Home and away events will be 
scheduled with the Conference schools that have teams.

 

Cheerleading (October – January) 

 Girls 6th thru 8th grade may participate in Cheer.

 6th thru 8th grade students may participate as the school mascot

 Cheerleaders and Mascot perform at home Boys Basketball games
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Girls Basketball (December – February) 

 5th grade – Usually play on Saturdays at various schools in the conference. One school will host 
multiple games.

 6th, 7th, 8th - Matches are typically played weekdays in the evenings. Home and away events will be 
scheduled with the Conference schools that have teams.

 

Boys Volleyball (February – May) 

 5th and 6th grade is not supported by the NICC Conference unless there is a sufficient teams. These 
levels are usually considered “instructional”.

 7th and 8th - Matches are typically played weekdays in the evenings. Home and away events will be 
scheduled with the Conference schools that have teams.

 Must buy the t-shirt top as their uniform top – can wear any black shorts
 

Track (April – May) 

 Track meets are generally scheduled on Saturdays.

 The 5th and 6th are combined for a team. The 7th and 8th participate together as a team.

 Must buy the shirt/shorts – school does not buy track uniforms. You keep the uniform
 

4th Grade Instructional Basketball (April – May) 

 Boys and girls may participate in separate teams.

 No games are scheduled; teams will practice for 4 to 6 weeks approximately twice a week.

 Focus on skill development.

Playing Time 
 

 Every eligible athlete dressed for a game will participate in the game including tournaments.

 5th and 6th grade must have equal playing time for the athletes throughout the season including 
tournaments.

 7th and 8th grade athletes will play a minimum of:

o Basketball – 1 quarter 
o Volleyball – 1 game of a match 

 Participation in Track events is dependent upon the number of athletes and number of events at the 
meet.

 All track athletes must be invited to all St. Patrick track meets that are attended. The exception to 
this rule is meets which require qualifying scores/times for the IESA

 Missing practice without cause, excessive absences, or tardiness may result in reduced playing time 
and even exclusion from the team for all levels.

 Playing time may also be reduced for disciplinary reasons, i.e. losing one’s temper, unbecoming 
conduct of a St Pat’s athlete.
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Uniforms 
 

Basketball/Cheer uniforms are provided for Athletes. Depending upon the number of Athletes and 
available uniforms, the athletes may be able to borrow the uniform. Others grade levels may have to 
purchase a uniform shirt. The assistant coach will manage the distribution and collection of uniforms. 

 
The athlete is responsible for the uniform issued. At the end of the season, uniforms should be 
returned in good, clean, and reusable condition. If it is not returned in the condition in which it was 
issued or within the specified time frame, an assessment of $150 will be made to replace the uniform. 
Notices for uniform return are published in the school bulletin. Unless otherwise noted, the uniform 
will be due 2 weeks after the last game of the season. 

 
Uniforms may only be worn for School sporting events. They should be worn according to IHSA 
policy. 

 

The sports that require the athlete to purchase their own uniform shirts become the property of the 
athlete. The uniform is still expected to be in good condition during the active season. 

 
Awards 

 

Athletes completing their first sports season will receive a sport letter. Each athlete completing a sports 
season will receive a sport pin representing that particular sport. 

 

Tournament Awards - Teams may win various awards from tournaments. The team awards become the 
property of the school.  

 

Behavioral and Technical Expectations (Athletes, Coaches, and Parents) 
 

 Losing self-control, using inappropriate language or gestures, arguing with an Official’s call or a 
coach’s decision will result in disciplinary action. Consequences of this behavior will be reduced 
playing time or suspension from the team. Parents may be asked to leave the event.

 All technical calls and red cards will be enforced by immediate removal of the athlete/coach from 
the current game/match and a minimum consequence of 1 game suspension to be served at the 
next scheduled game/match.

 Athletes receiving a yellow card or intentional foul will be immediately removed from the current 
game. The athlete may return to the game after adequate down time.

 Any person/fan asked to leave a gym by a referee or School Director will leave the premises and not 
return for remainder of the event. The athlete related to the ejected individual will be removed 
from the current game.

 After the Booster Club reviews the inappropriate behavior, additional consequences may be applied 
as governed by School policy and enforced by the Athletic Director and Principal.

 Failure to meet the academic standards and a technical foul in the same week will result in the 
athlete’s ineligibility to play for two consecutive weeks.
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Athlete’s Responsibilities 

Participating in an athletic program and playing sports is a privilege, not a right. 
An athlete is held to personal, academic, and disciplinary standards. 

 Each athlete is responsible for his/her school work and academic achievement while participating in 
his/her sport as it pertains to the school’s standards. Failure to meet the academic standards will 
result in the athlete’s ineligibility to play. The academic requirements are identified in the SPS 
Parent/Student Handbook. 

 

 Each athlete represents his/her team, school, and league. Each athlete’s conduct must exemplify 
self-respect, self-control, respect for others, and sportsmanship.

 

 Each athlete is to treat every other athlete, coach, and official with respect and courtesy.

 Losing self-control, using inappropriate gestures, tone of voice, or foul and abusive language; arguing 
a referee’s call, a coach’s decision, or other signs of disrespect are reasons for disciplinary action. 
Consequences of such behavior could be reduced playing time or even suspension from the team. 
School policy will govern such incidents and will be enforced by the Athletic Director and the 
Principal.

 

 Athletes may not resort to roughness or fighting with an opponent.

 An athlete represents his/her school both while on his/her campus and when on a visiting campus. 
Misbehavior on the part of an athlete may jeopardize the outcome of the game by his/her team by 
forfeit.

 

 Students who are absent from school for sickness are not allowed to participate in any practices or 
school-sponsored activities held after school or during the evening of the day of the absence. A Friday 
absence does not affect weekend events.

 

 An athlete who does not participate in gym classes due to an illness or injury cannot participate 
in practices or games. An injured player will not be allowed to participate in practices or games 
until a Doctor’s release form is received by the Athletic Director stating the athlete has recovered 
enough to play.

 

 Each athlete is expected to do their best, be receptive to feedback and guidance from the coaching staff, 
and assist teammates.

 

 Each athlete is expected to display a positive attitude and understand that a team is stronger than one 
individual.
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Coaches’ Expectations 
Coaches set the tone of the team. They are positive role models for young athletes. 

 Coaches are approved by the Athletic board after completing the following requirements:

o Archdiocese criminal background check 
o Completion of a DCFS check (Mandated Reporter Course) 
o Completion and staying current with the Virtus program 
o Signed Code of Conduct 

o Completed online Concussion Training 
 

 Required to attend preseason meeting with the Athletic Director

 Be familiar with the School and Athletic handbooks; be prepared to uphold the intentions of the 
program, team rules, mission statement and guidelines.

 

 Hold a parent meeting to set expectations and open communication to cover the following:

o Program philosophy 
o Practice and contest expectations 
o Procedures for ineligible and injured athletes including Concussion Protocol. 
o Importance of athletic code and conduct. 

 

 A minimum of two coaches are required at all practices and games. If parents assist coaches they 
must be Virtus trained.

 

 Understand the sport, teach and promote good sportsmanship.

 Understand they are a role model and attitude, behavior and actions will be reflected in the team. 
Exhibit proper behavior and attitude. Losing self-control, using inappropriate language or gestures, 
arguing with an official’s call will result in disciplinary action

 Be enthusiastic and a good motivator.

 Create a team environment and stress team unity in developing winning attitudes.

 Demonstrate a cooperative spirit and respect with other coaches and game officials by shaking 
hands before and after a game with players and coaches. 

 

 Communicate clearly with the athletes and parents

 Help athletes set realistic goals for performance improvement.
 

 Coaches are under the direction of the St. Patrick Booster Club failure to follow direction from the 
Booster Club Athletic board will result in dismissal.
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 An athlete who does not participate in gym classes due to an illness or injury cannot participate in practices 
or games. An injured player will not be allowed to participate in practices or games until a Doctor’s release 
form is received by the Athletic Director stating the athlete has recovered enough to play.

 Teams are not allowed to run up scores of any games (NICC rule) – Coaches will have to serve a one 
game suspension if they break this rule. Please show empathy toward opponents.

 Abide by the playing time rules on page 11. Remember this may be the only chance that a particular child 
will get to participate in any sanctioned league.

  
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Parent Expectations 

Parent involvement is crucial to the success of the Athletic programs. 

 Notify coaches of any schedule conflicts well in advance. Notify coaches of any injury or illness that 
staff might not be aware of.

 

 Fulfill home game responsibilities. The failure to fulfill the commitment at games in regards to 
concessions, security or admissions, will result in a $25.00 fine. The student athlete will not be able to 
participate in any practice/games until the fine is paid. Not Enforced Currently – Should be 
Reviewed. 

 
 

 Have child on time for practice and also be on time to pick up the child from practice. Do not drop 
off child at practice unless the coach is available for practice. At the end of practice, parents must 
come in the gym and sign athlete out.

 

 Be supportive- nothing can erode teamwork faster than athletes doubting the capabilities of their 
coaches. It can affect performance, confidence, and the needed edge to compete in an athletic contest.

 

 Be a good role model-demonstrate positive behavior and good sportsmanship. Losing self -control, 
using inappropriate language or gestures, arguing with an official’s call or a coach’s decision will result 
in disciplinary action.

 

 Parents may be asked to leave a game if the behavior exhibited is unsportsmanlike and disrupts the 
play of the game.  In this instance, the athlete will be removed as well.

 

 Attend mandatory pre-season parent meeting.
 

 Be familiar with the rules of the particular sport.
 

 Encourage commitment and positive Christian values.

 Communicate fairly and openly with coaching staff. Call or ask the coach for a meeting to discuss any 
problems. Encourage the athlete to discuss his or her concerns with the coach directly. Do not 
approach a coach after a game/match with negative comments.   Parents should wait 24 hours before 
requesting a meeting with the coach to discuss concerns. If parents are unable to resolve the issue, 
the Athletic Director should be notified of the details in writing. A meeting will be scheduled with the 
parent and coach to discuss the issue.

 

Issues not appropriate to discuss with coaches 
o Other athletes or play calling. 
o Team or individual strategy. 
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Issues appropriate to discuss with coaches 
o Concerns about your child's behavior 
o Various ways to help son/daughter. 
o The treatment of your son/daughter. 
o Playing time. 

 

 It is important to understand and know that coaches are volunteers. They will make judgments and 
decisions based on what they see, know and believe to be in the best interest of the athlete and the 
team.

 

 Read, understand, discuss and most of all monitor the Athletic code. If the code is not being adhered, 
this issue should be addressed with the coaching staff.

 
Unsportsmanlike behavior or lack of support for the athletic program will result in parents being unable to 
attend sporting events or interacting with the coaching staff. 
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Concussion Protocol 
 
 

Concussions and Injuries 
 

Concussions and injuries can result during practices and games whether school related or during outside 
interscholastic athletic activities. All AD, SD, Coaches and Assistant Coaches are required to complete an 
annual concussion training program and submit documentation prior to the season start.  
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DIRECTIONS FOR CONCUSSION TRAINING  
 
Website: https://www.train.org/cdctrain/welcome 
Parent/Coach must create an account and will be able to print a certificate.  
Before taking the course you must update your Profile with some mandatory information:  

 Manage Groups –  

o National/Illinois/Lake/Other (Not Identified) 

 
Under Training Search find the appropriate training assessment based on your role:  

 HEADS UP to Youth Sports: Online Training for Coaches 

 HEADS UP to Youth Sports: Online Training for Parents 

 
 
Launch Pre-Assessment, once you complete this, you will be able to Launch the training. 
 
 
 

 

https://www.train.org/cdctrain/welcome
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Other Medical Emergencies 

Asthma Action Plan 
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St. Patrick School 
Emergency Operation Plan 

 

STATEMENT OF PURPOSE 
 

Sudden and unexpected events can occur in schools at any time.  These events occasionally are of an 

emergency nature and may reach crisis proportions.  At St. Patrick School we are aware that children 

are particularly vulnerable during these occasions of crisis.  It is important to us that our school has 

procedures in place which will help our children deal with any such tragedy if and when it occurs. 

Our Emergency Operation Plan is designed to respond to concerns regarding the safety of children and 

staff, to provide effective leadership, suitable communication and necessary support services for 

students, staff and parents, as needed. 

 

DEFINITION OF CRISIS 

A school crisis or emergency is defined as any situation which adversely affects the children, staff or 

families of our school, causing a disruption of normal school routine.  These situations can fall into 

three major categories: 

   1.  Natural disasters 

   2.  Environmental and building disasters 

   3.  Disruption of human life 

 

CRISIS SUPPORT TEAM 

St. Patrick School has a Crisis Support Team which is composed of the pastor, principal, parish office 

staff members, St. Patrick School office staff members and OCS resources. 

The occurrence of an event which would be deemed of a serious enough nature to qualify as emergency 

or crisis would activate the operations of the Emergency Operation Plan. 

The key to effective management of a crisis is a sense of calm which should prevail.  This will occur if 

procedures are followed.  The roles of all personnel involved are defined in this plan. 

 

Specific type of situations: 

 *tornado warnings        *fire     

*intruder in building      *weapon 

 *blizzard               *electrical malfunction  

*serious fight                 *terrorist 

 *ice storm     *serious injury 

 *lightning strike    *suicide/threatened suicide 

 *earthquake     *car, bus, train accident 

 *chemical leak    *sudden death of student, parent, 

 *bomb scare            faculty, or staff member 

 

GENERAL INFORMATION 

I.  Crisis Management Center 

  1.  Principal’s office - Main school building 

  2.  Rectory 

 

II. Location of Crisis Management Kit 
  1.  Front Office 
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III. Contact Person with OCS (Office of Catholic Schools) 

   1.  Principal, Mary Vitulli (C) 847-962-1108 

   2.  Pastor, Rev. Jim Merold (C) 224-321-2184 

   3.  Administrative Assistant, Erin Carrigan (C)  847-224-3411 

 

 Regional Director Vicariate I:  Merry Quinn (C)  312-534-5412 

 

 IV. Media spokesperson 

   1.OCS (only):  Susan Birritt  312-534-8233 

 

V. Evacuation of Building 

   1.  Main parking lot         

   2.  Main Church        

 

VI. Evacuation of Parish Property - Evacuation Plan 

   1.  Campanella’s & Sons – Suzanne Zupec – (O) 847-336-9698 

   2.  Wedgewood/Midlane – Matt Silberman -  (O) 847-672-4497 

 

 

ROLE OF ADULTS 

 

Principal: 

 1.  Train/review with school personnel their appropriate roles and responsibilities. 

  

 2.  Inform appropriate parties in the event of an actual crisis. 

   a. Emergency personnel 

    Fire  -  911 

    Police – 911 

b.  Principal – 847-962-1108 

   c.  Pastor – 847-244-4161  (C) 224-321-2184 

   d.  OCS - Use words “Crisis Emergency” for immediate access to 

        a consultant  -  312-534-5200 

   e.  Gallagher Bassett Insurance Co.- 630-932-3400 

        630-394-3900-accident reports 

  f.  School Board President- Mr. Brent Reynolds 

(H) 847-224-6856   (C) 847-514-6035  

   

3.  Implement Crisis Plan if necessary 

 4.  Maintain regular contact with OCS during crisis 

 5.  Maintain regular communication with teachers and other school personnel.  

      Meet before/after school and at lunch break as needed. 

 6.  Prepare statements for media in consultation with OCS. 

 7.  Communicate appropriately with parents/guardians through School Messenger 

 8.  Log the sequence of events and maintain pertinent information(tape record 

  or written). 

 9.  Monitor for after-effects of the crisis and provide opportunities for counseling. 
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Pastor 

 1.  Work collaboratively with principal and Crisis Support Team. 

 2.  Provide crisis intervention and support to students, faculty, and parents 

      as needed. 

 3.  Assist in securing necessary outside support. 

 4.  Make rectory and phone service available as needed. 

 5.  Be visible on site if possible. 

6.  Communicate with parish at large as appropriate. 

 

Administrative Assistant 

 1.  Work collaboratively with principal to effectively manage the crisis plan. 

 2.  Work collaboratively with the Crisis Support Team. 

 3.  Assist in securing counseling resources. 

 4.  Work closely with faculty during crisis time. 

 

Faculty 

 1.  Maintain calm 

 2.  Assume responsibility for the safety and support of children. 

 3.  Remain with students unless otherwise directed. 

 4.  Inform children of what is happening in an age-appropriate manner as  

      directed by Team. 

 5.  Assist other adults in close proximity, if assistance is needed.   

6.  Refer all media questions to principal. 

 

 

 Secretary 

 1.  Maintain calm 

 2.  Make phone calls as directed by principal 

 3.  Keep phone lines open as much as possible. 

 4.  Respond appropriately to parent inquiries. 

 5.  Refer all media questions to principal. 

 6.  Notify assistant principal to guide emergency personnel. 

  7.  Assist in maintaining a log of events/details. 

 8.  Notify faculty, classes as directed by principal/team. 

 

Maintenance  

 1.  Assure security of building entrance. 

 2.  Serve as liaison with emergency personnel. 

 3.  Be available to principal/team as need arises. 

 4.  Restore physical plant to normal state following an emergency. 

 

Athletic Director / Coaches / Assistant Coaches / After School Instructors 

1. Maintain Calm and provide guidance for everyone who is present at an after school event. 

2. Follow the directions in the Emergency Operation Plan for an emergency during after school 

hours. 
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3. Wait for the proper authorities to determine when it is safe to return to the building and / or 

return to play. 

4. Notify the principal (847-962-1108) immediately. 

 

Role of OCS: 

 Consultant upon notification will: 

 1.  Notify OCS/Pastoral Center media representative. 

 2.  Provide assistance and support to principal. 

 3.  May assist in monitoring Crisis Plan. 

 4.  Seek legal counsel if necessary from Archdiocesan attorneys. 

 

 

TIME LINE 

 

1.  All faculty, staff and parents are responsible to inform principal immediately of any 

     emergency or potential emergency situation. 

2.  If principal is not immediately available the pastor or administrative assistant must be  

     notified. 

3.  The principal or designee must decide whether or not to activate the Crisis 

 

 

CRISIS PLAN 
 

1.  The principal notifies team members who meet as soon as possible. 

 If crisis occurs overnight, the team should meet at 7:00 A.M. 

 Action plan is formed. 

 

2.  Faculty and staff should be notified through use of School Messenger.  Meeting should 

 occur at 7:25 A.M. 

 

3.  If crisis occurs during school day: 

  a.  Team meets immediately 

  b.  Action plan is formed 

  c.  Staff meeting should be scheduled as soon as possibl 

4.  Staff meetings should accomplish the following: 

  a.  Disseminate information about the event. 

  b.  Explain schedule for the day. 

  c.  Identify specific roles. 

  d.  Identify support services which will be available. 

  e.  Provide guidelines on: 

   *How to refer students who need assistance. 

   *How to manage student reactions. 

   *How to facilitate discussion among students. 

 
 
TEACHER /STAFF INFORMATION IN CASE OF AN EMERGENCY 
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1. Make sure you have the Bright Green Crisis Intervention Plan Binder from the front of the 

room, your duffle bag and your walkie-talkie with you. 

 

2. Students should be quickly told of the importance of silence so that they can hear directions. 

 

3. Follow procedures for whatever the present emergency is as practiced.  i.e. tornado, fire, 

evacuation, lock down, bomb threat etc. 

 

4. As soon as you are outside/locked in place– take roll and make sure everyone is there. 

 

5. Outside a roll call will be taken of each class.  Indicate if all are present or if someone is 

missing.  DO NOT LEAVE YOUR CLASS UNLESS ABSOLUTELY NECESSARY AND IF 

YOU HAVE SOMEONE ELSE TO WATCH OVER THEM. 

 

6. If inside do not unlock your door or move from your “Secure in Place” until there is an ALL 

CLEAR over the PA system.  For a Hard Lockdown remain in place until told to move by an 

Office Staff Member or if your door is unlocked by an Office Staff Member.  Walkie-talkies 

will be used to communicate. 

 

Crisis Schedules 

 Evacuation Signals- (Fire):  Loud hard continuous sound, lights flashing;  

 Lockdown Signal: Announcement over intercom. 

 Shelter-in-Place:  (Tornado & Other severe weather):  Series of short alarm beeps over the PA 

System. 

 Chemical Hazards:  Announcement over the PA  

 

After School Activities EOP Assignments: 
Evacuation (fire) 

 If someone smells or sees a fire, alert the office immediately and pull the fire alarm if needed. 

 Listen for (fire) alarm. 

 Evacuate the building, be sure to bring crisis and medical binders, walkie-talkie, emergency bag 

and any medication with you.   

 Teacher and / or Coach should check bathrooms. 

 Teacher and / or Coach should be the last person out the stage, Boehm Center or Main Entrance 

doors and will ensure the doors are shut. 

 Once outside, line up in the parking lot away from the building, and take attendance.   

 Wait for the arrival of the fire trucks. 

 Wait for the all-clear from the office or proper authorities. 

 

Flood 
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 Anyone who sees flooding should report it immediately to the office. 

 If the flood is occurring slowly, have students move their belongings, any valuable school 

property, and electronics away from the water. 

 Teacher and / or Coach should take classes to a dry location 

 If the flood occurs suddenly, report to the office immediately and immediately evacuate the 

basement (either to the office or the library/science lab). 

 

Hazardous Materials 

 Follow procedures according to the type of hazard. 

 

Shelter-In-Place (Tornado) 

 Listen for the alarm (beeps over the intercom or the outside alarm) 

 All students, athletes and spectators should remain SILENT. 

 Everyone will take shelter at the lower level / basement classrooms. 

 Wait for the all-clear from the office or the proper authorities. 

 

Full Lockdown 

 Listen for alert from the main office or through cell phones. 

 Classroom teachers should immediately check the hallway (from their doorway), get all students 

into the room, close and lock doors, and turn out lights.  Once the classroom door is shut and 

locked, it is not to be opened.  Use the steel locking mechanism by the door to secure it fully. 

 Students who are out of the classroom during a lock down should get to the nearest classroom.   

 All coaches, athletes and spectators are to move quickly to the kitchen and lock /secure both 

doors. 

 Students / athletes are expected to remain SILENT. 

 Students / athletes should gather in an area away from windows and doors. 

 Students / athletes who are outside should follow teachers’ instructions and may be directed to 

the New Church, the Rectory, or Priest’s residence. 

 Wait for further instructions from the proper authorities. 

 

Active Shooter 

 If a shooter enters the gym or classroom, students may be asked to counter the intruder by. 

Creating noise, movement, distance and distraction with the intent of reducing the shooters 

ability to shoot accurately.  

  Students or athletes should listen for the teacher or coach’s instructions to evacuate the 

building, which might include running away from the intruder if instructed. 

 For full lockdown, students should lockdown in the classroom. 

 For full lockdown, coaches, athletes, and spectators should move quickly into the kitchen and 

lock both doors. 
 


