Emergency Contacts and Checklist – for PTO
(updated [date])
Step 1:  Contact the principal

Generally, only PTO co-president should be calling the following numbers, and only when absolutely necessary.

Principal:
[name]

617-(home)

617-(cell)

Teacher in Charge (when principal out) 
[name]

617-(home)

617-(cell)
Step 2:  Contact the PTO Council Crisis Chair
PTO Council Crisis Committee
Margaret Hannah

(617) 559-6042 (work)


(617) 332-6514 (home)


(617) 791-8721 (cell)
Step 3:  Contact PTO Officers/Board members for School Support

PTO Crisis Chair
[name]

617- (home)


617- (work)


617- (cell)

PTO VP
[name]

617- (home)


617- (work)


617- (cell)

PTO Treasurer
[name]

617- (home)


617- (work)


617- (cell)
Room Parent Coordinators


[name]


617-(home)


617- (work)


617- (cell)

[name]


617-(home)


617- (work)


617- (cell)

EVACUATION LOCATION 
Address:

Phone numbers:
617-


617-


617-

Back-Up Contact Information for Administration and City Services

Margie Daniels (contacts bus company)
617-559-6025

Mary Burns, Superintendent’s office 
617-559-6100

Newton Police Non-emergency Line
617-796-2100 
PTO OFFICERs’ EMERGENCY CONTACT INFORMATION
In the event of an emergency, [principal] or [secretary] will contact:

Co-president #1
[name]

617- (home)


617- (work)


617- (cell)

Co-president #2: 
[name]

617- (home)


617- (work)


617- (cell)

Additional PTO Officers:
PTO Crisis Chair
[name]

617- (home)


617- (work)


617- (cell)

PTO VP
[name]

617- (home)


617- (work)


617- (cell)

PTO Treasurer
[name]

617- (home)


617- (work)


617- (cell)

Room Parent Coordinators:


[name]


617-(home)


617- (work)


617- (cell)

[name]


617-(home)


617- (work)


617- (cell)
