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EMERGENCY COMMUNICATION PROCEDURES

1. Phone for help. ALL EMERGENCY SERVICES: 911 See Emergency
Numbers Directory for all other numbers found in Appendix A.

2. Establish an Emergency Communication Centre at a pre-arranged
location that has privacy and communication equipment. Tell
the 911 Operator exactly where your Emergency Communication
Centre is (where person in charge can be found at all times).
REMAIN THERE UNTIL HELP ARRIVES.

3. Give clear instructions to students and staff regarding the nature

4. Deploy the School’s Critical Response Teanp. If it is necessary

Emergency Communications Proceedures) i|:21ce, [send a staff member

Asas@a@tgo;osgﬁggmgnqilsiggson be‘tween thg hoppital and Division
administration, with instructions to relay pgrogress reports as

Abduction ,ossible. Keep a key commurdicatpr/assistant at your
s&sagency Communication Centre. g

5. Torhadoes dnd Viclent Winds scrvices and gllowing safety procedures
for your building, it is imE)erative that the person in charge
ETMT\?\'E'DTMEW‘%%%? actual information reg arding the critical
Environiment Hazards Externaliclent’s officg at /80-778-2800. The
Superintendent’s office will notify the Northern Gateway Schools

H?_srtﬁﬁ?a'll.al-lfle%onse Team (CRT).

Loss of Utilities ) 10 .
6. The Superintendent, or the appointed des|gnate, will handle the

Off-Site Emergency\ation and serve as [Atision Media Spokesperson.
S&Igﬁﬁgq@hﬂemgg@em the Superinighdept unless otherwise

directed.
Severe Injury 13
School Evacuation Procedures 14
School Lockdown Procedure 15
School Lockout Procedure 16
Evacuation of the Premises 17
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ASSAULT ON SCHOOL PREMISES

1. Staff should use their discretion to try to defuse the incident.
Reasonable use of force may be used, as necessary.

2. Inform the school principal. (Note: The seriousness of the
incident should dictate the necessity of convening the Division’s
Critical Response Team and/or the Police).

3. Provide first aid as required or call Emergency Services at 911.

Note: Follow Division procedures regarding bodily fluids.
A staff member may accompany the victim to the
hospital. X

4| Protect the crime scene. Note the circumstances and individuals
Emergepey fommmpicatians Rrecesdwres andl wifnesses. Isolate

ASSUAlt U ScHool Premises! Cidents, separage witnesses until police

arrive.
Abduction 4

5 Inf%,H:R utperlntendent s office in case@where serious personal

injury has occurred or where a school employee has been
Tornadoes@nd Violent Winds 6

6 Em?ﬁ?’ﬁﬁ?éﬁf?m‘s'fﬁa'@ﬁ!s involved as’reqired.

t H ds External . 8 |
7 e‘éqcnv'v&?w sta l'Eo"'p?o‘\!/lgzé factual mformatnon and plan follow up.
Hostage Taking
8| Where the perpetrator is a student, foIIow disciplinary
Lesoritifities =

9 qSF -Site, Emergenc 11

ovide eognealing as required.

School Bus (Vehicle) Accident . .
D. The Principal or designate will complete the Critical Incident

-_—

Severe Injurynd in Appendix B. 13
g %ol Ertcu tlo11 I:grocedures a

1M 00 esponse leam will be'debr|efed and plan a follow
School Lockdown Procedure 15
School Lockout Procedure 16
Evacuation of the Premises 17
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ABDUCTION

1. If witnessed: as school/police initiatives. (refer to sample letter in CRT

manual);
Notify the school administration immediately. The administration

will: g) Prepare classmates to be supportive when student returns

and provide counselling as needed; and,
a) Callol1;

h) The principal or designate will complete the Critical Incident

b) Inform parents or emergency contact; and, Report found in Appendix B

2. If not witnessed:

a) Verify that the student is missing. Sgprch building. Question
student’s friends to obtain informationj

Emergency E%YB?I‘EEE’&UEQSW‘?F?HW knw where their child is; and

Assualé on School Premises 3

c) Call911.
Abduction 4

3. If an abduction has occurred
Bomb Threat 5
rotnalons S vatlAd hiad <71 Fesponsegean:

Envirohntent Hadasrds thesymal' L Who may tnen convene Division

Critical Response Team or not;
Environment Hazards External 8

l_[c)t Meeltdwith staff, if possible, and ade\,/ise teachers about what
o8 a%ﬁ%rrﬁ?tion to share with students;

Loss of Utilities ) 10
d) Assist the Superintendent and the polige to prepare a fact

Off-Site Emergency- media and to respod¥ to telephone inquiries;

SchoolBus (Vehicle) Accident, .. j.iormit?: 1ekd for more active

Severé/Iajiry 110N — Visit classrooms, idggtifyf students at risk,

rovide counselling as required;
School Evacuation Procedures 14

School Lodkdowin Procedare ctter home tgsall plarents outlining facts

SChooiafoléﬂgﬂgr%rc\&glsrtlng them to any pos sible concerns as well

Evacuation of the Premises 17
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BOMB THREAT

1. Upon receipt of a bomb threat, the person receiving the call 6. If possible, the Critical Response Team will be contacted and
should make every attempt to: informed of situation.
a) use Threat Call Checklist found in Appendix E to record 7. Ensure that copies of school floor plans are available to police

details of telephone call; and cooperate in the search procedures.
b) prolong the conversation as much as possible; 8. The Principal will inform the Superintendent, providing details.
¢) identify background noises; 9. Division Critical Response Team will be de-briefed and plan a
o ) o follow up.
—d) note distinguishing voice characteristics;
X 10. The Principal or designate will prepare the Critical Incident

e) interrogate the caller as to description @f bomb, where it is, Report found in Appendix B.

Emerggnq:memr}liﬁlgca lilt?nts roce l%urés 2 . L.
' , N *Publicity of the bomb threat should be minimized and
Assual€sfi School Premises’ s knowledge af the facility; communication with the media shall be conducted by the

Abdluctian e carliest opportunity, seek todrace the phone number Superintendent; and, Information released to the media shall
be limited to that which is necessary to eliminate parental and

BomitiliNg 57 Or option. (i.e. recorder) 5 . . o o
¥If possible, direct another person to call 911 while you keep student fears or concerns and will not jeopardize investigations.

Tornadoes-and Violent Winds 6

2| BRIt R using 911. 7
Environment Hazards External . .
3| The Principal or designate will evacuate the school immediately,
Hostage Taking system or regular fire dril® ensuring that alternate
LSvacuation routgs may be used to avgjigd the bomb area, if kngwn.
Students W|II be instructed to leave all schqol bags and electrical

Off-Site-Emergency 11
4] SshobRnsVehidled ArddeBhe/pager use R prohibited.
5 sﬂ]er i) ul%al or designate will re- dlrect stugents to an alternate

School Evacuatioif Precedures (Students wi4 thein be accounted for
stkbRprsaAblishadREReedures.) 15
School Lockout Procedure 16

Evacuation of the Premises 17
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TORNADOES AND VIOLENT WINDS

Tornado Watch — means no funnel clouds have been sighted, but
tornadoes can be expected to occur. Collect all staff and students

inside building. Be prepared to evacuate q
special instructions.

uickly and be alert for

2. Tornado Warning — means a funnel cloud has actually been
sighted. The approximate location and direction of travel is

usually given when the warning is broadca

4| The Principal will notify all staff and school
Emergency Mnications Proceedures 2

Abduction \watch. 4

6| BembAwrsatherintendent. 5

T r does and Violent Winds
rn e even‘% Pa tornago warnlng

Environment Hazards Internal 7

Environment Hazards External 8

Hostage Taking
Lo_):s &\@&Htalgg students to sheltered argas in

Schotw H?ls ?‘yvl?llcls%cu q:r heavy furn i‘f-l.lire;

severdl faJdyAvoid windows, auditoriurgg, gy

wide free span roof.
School Evacuation Procedures 14

sHocttSRRI%ABRetafahould assumegkne

cover the back of the neck and head wi

School Lockout Procedure 16
protect thens eyes and heads, face away
Evacuatlon of the Premises 17

st.

The Principal and Director of Transportation will consult
regarding any changes required to regyir)

bus schedules.

volunteers of the

ton$ P : .
Aﬂseﬂgﬁgtec SO} all sides of the %undlng in case of a

a) use the PA. system to alert the entire school;

b) if the system fails, designate employees to alert all teachers;

school - go to

basement, interior hallways or rooms wjithout exterior walls
Off-Site Emergency e, use classroom ardd away from doors and

ms or any room with

eling position and
th hands or coats to
from the area

mContents
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of greatest danger of flying glass;

e) teachers will determine absent students and report names to
office; and,

f) school buses will not leave during a tornado warning.

Students and staff will return to class only after Principal gives
clearance.

Complete Critical Incident Report found in Appendix B.




ENVIRONMENT HAZARDS INTERNAL

1. Verify information. 10. The CRT, in consultation with school personnel, will identify the

need for crisis counselling services and will ensure that these are

2. Determine if evacuation is required, or remove students and staff

from immediate area.
Call911.

4. Provide First Aid where necessary.

. School Critical Response Team members should work with and

X

Emergency Communications Proceedures; 2 . |

EnvirohmentHilzirds futensdl (0 €ach hospptal;

anyone hospitalized.
Hostage Taking 9

L)Mtgkbg}ﬁﬂgm Disaster Services Pers%mel

spokesperson will prepare a media statemé

Off:Site Emergency|ine and Critical Incidtht F
Schbol Bus (Vehiale) Abcident < L0 Nelp Ijpnot

when and where students will be released.
Sexerefmirtieir own phone fan out systén tq

School Lockdown-Procedure r mation lettedfor a
schesl Leckout ProcedursOUNding the inagent

HSeRARS s ARkANISPs being takenyip a g

Assualt on School Premises . 3
6{ Inform Superlntenofent and the Director of
Abduction 4
If students or staff are taken to hospital:
Bomb Threat 5
Tobnddobs dnd Vickie Wands =11/t trogpe

Environment Hazards External N5 Or spous@abg

seesobivdlanaReeasakarm, foundin /ipperix M).
|

—_support Disaster Services Personnel to:

a) make a decision regarding school evacliation; and,

ures to follow.

Maintenance.

rted;
and,

ut the incident and

the Division Media
:nt [Use Appendices
act Sheet (Appendix
fying parents as to
(Schools should
notify parents and

parents — inform
the school'’s
void a repeat.

g
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made available.

11. Debrief Division Critical Response Team.

12. The Principal or designate will complete the Critical Incident

Report found in Appendix B.



ENVIRONMENT HAZARDS EXTERNAL

toxic spill.

If students and/or staff require emergency
contact 911.

appropriate, silence the audible alarm

telephone into gymnasium.

5. Emlérgériéy Cominunications Procéediires PP RS B
Adoors arédhealsilly accessible windows féom
ssstlhaclite%“ts%r?a stait are accounted for.

Abduction ) ) 4
6. Inform Superintendent and the Director of
Bomb Threat 5

If students_or staff are taken to hospital:
Tornadoes and Violent Winds 6

ExVirdhlént Hikaedd Tatephdf €N'ts/staff trgnsp
Environient Hazards External (0 cach hosgital]

Hestage Taking:rcnts/guardians or spous® aby
Loss ogﬂi/igirz]igshosmtahzed' 10

8. offSite Emergéney Disaster Services Persgnne

spokesperson will prepare a media statem

SqhagliBus (VehidfArideRt Critical Incidént F

when and where students will be released

School Exacyation Proc eﬁ’ﬁ'éeﬁe fan out sysjf‘elzm t

evelop

SchoolTiockdovir Precedareorm, found in ¥sppe
School Lockout Procedure 16
Evacuation of the Premises 17

. Verify information on external environmental hazard, such as a

Direct student and staff to proceed to the school gymnasium.

medical attention,

Pull the Fire Alarm Station in order to close all air vents. When

and school’s cellular

ox to seal gymnasium
the inside, once all

Maintenance.

orted;
and,

put the incident and

, the Division Media
ent [Use Appendices
act Sheet (Appendix

Sévére Ihjary €012 may be asked to helpyg noftifying parents as to

(Schools should
b notify parents and
ndix M).

g
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9. If required, prepare information letter for all parents — inform
them of the facts surrounding the incident, the school’s
responses, and any steps being taken to avoid a repeat.

10. The CRT, in consultation with school personnel, will identify the
need for crisis counselling services and will ensure that these are
made available.

11. Debrief Critical Response Team.

12. The Principal or designate will complete the Critical Incident
Report. (See Appendix B).



HOSTAGE TAKING

1. Alert the school administration immediately. b) Use attendance file when releasing students to verify

information; and,
2. Callo11.

c) Use prearranged evacuation site if necessary, to release

3. Provide assistance to police and follow recommendations students to their parents.

regarding evacuation/lockdown of students and staff, as directed.

12. The CRT, in consultation with school personnel, will determine
the nature and extent of the crisis counselling required and will
access the necessary resources.

5._Do not attempt to rescue hostages or threaten the perpetrator. 13. Debrief the Division Critical Response Team.

4. Inform the Superintendent who will decide if the Division Critical
Response Team will be convened.

X
§. Gatheras much information as reasonably|possible: 14. Meet with staff as soon as possible to debrief and develop plans
Emergeney Gommynisations Praceedptsio n8ns, explosive, numbers for follow up.
Assualt'on'Séhool Premises) 0stages, descgiption, etc; and, 15. The Principal or designate will complete the Critical Incident

Abduction:ss immediate danger to hosta4e; assess potential threat Report. (See Appendix B).

Bomb tl?u(%taq S 5

- Torriadoes and Vielent Wirids>'0€NCy persoginelland prepare for a
possible lengthy situation.
Environment Hazards Internal 7

§. g Establish aprevioysly de;ermlned locgtior{for family members to

nvironment Hazar .
wait and be kept informed. This is the locdtion to which students

HostAgeTaking scd. 9

ga

Laspab Dtilities + sheet to respond to tehhohe inquiries.

oﬁwsc%enﬁffﬁ forvwith the RCMP, the Division Media spokesperson

School Bus (Vehicle) Accident. [he mediat2ay gssist in informing

arents of the location and time ofthe students’ release.
Severe Injury

1 schosi Evacuation Procedures © POlice apggoval:

School Lockdown:Procedureain with studsnts until they are released;
School Lockout Procedure 16

Evacuation of the Premises 17
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LOSS OF UTILITIES

ELECTRICITY FAILURE

1.

the emergency service responders and the School Division
maintenance department).

Inform the Director of Maintenance: Cell Number 284-8911

8. Assist with communication needs — media statement, telephone
response fact sheet, parent notification.

9. Principal or designate will complete a Critical Incident Report
found in Appendix B.

WATER SYSTEM FAILURE

—_

Inform the Director of Maintenance. Cell Number: 284-8911

ontinue normal 2. If the emergency requires an early school closure, follow school
procedures.

2. Determine if the loss of lighting and/or heating represents a
safety hazard.
3. If a safety hazard exists, evacuate the building following school
evacuation procedures.
4 esignated alternate
facility. ¢
5 shsre ne-safehnhazard sxistsaschoo! will c
operations.
Assualt on School Premises 3
6| Complete Critical Incident Report onIX whien school has been
Abductio
evacudted or released early.
Bomb Threat 5
GAS LEAK
Tornadoes and Violent Winds 6
11 Notify the school office immediately.
Environment Hazards Internal
2, Evacuate school immediately foIIowmg school evacuation
procedures.
Hostage Taking 9
3| Call Disaster Services at 911.
Loss of Utilities 10
4] Inform the Director of Maintenance. Cell Number: 284-8911
Off-Site Emergency 11
5 sgh%gyﬁgqmilagaﬂg@ﬂvices, move gpidents and staff to
previously designated alternate facility.
Severe Injury 13
6| The Principal will inform the Superintendent who will determine
Scﬁool Evacuation Proceduﬁes L .
the need to convene the Division Critical R¢sponse Team.
School Lockdown Procedure 15
7 sﬁgﬁrpoggosﬁct ggclelayﬁlgdlng Qr.wly vyhen E)d:saster SerV|.ce.s.g|ves
clearance. (Note: This decision is the joint fesponsibility of
Evacuation of the Premises 17
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OFF-SITE EMERGENCY

An off-site emergency involving students and/or staff

members from the school requires that the school coordinate
communication with and assist the emergency response agencies
in reuniting students and staff with their families.

1.

Upon notification of an off-site emergency,
will verify the report with police and the Su

the Principal
perintendent.

Central Office will then verify the report with the Director of

Transportation.

Determine who was injured, the extent gf 1
hospitals where students have been transp

Emergruce Crmgunistiomrprecradnrsscontrol |
Aﬂse’?eltrr?wnugéhgﬁ I necessary, dispatch a staﬁ

Abdwetipancy site for a liaison with emergeng
B%%I*Lo,ﬂlr%tﬁff/students. 5

ToRRIRL Biewathewemiaers should be gent

students have been taken, and must keep

Environment Hazards Internal  Jents' welfare.

t H External _ . . 8 .
E?Wéoﬁlrﬁapafwmsno’%ﬁ)ﬂ?}e Division Critica
Hostage Taking 9

Initiate emergency communications plan f

Lossof Utilities |10 them of facts and®ro
dRsaecHiQhagpndition of their childjgn/sy

and which staff member is present with th4
School Bus (Vehicle) Accident 12

Prowde details to parents of uninjured stud
SeYISE U dent and the arrangementstor a
School Evacuation Procedurés e Student Rideas

SehapiheckdownBracadyes the Division Mdia
School Leckout Proceduxe (0 tclephone intlirie)

Evacuation of the Premises 17

he injuries, and
orted.

 member to the
y responders and

to hospital(s) where
he Principal up-to-

Response Team.

Dr contacting parents/
ide information with

pouses, their location,
'm.

ents to inform them
ssembly and pick-up

Spokesperson and a
S.
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yrocedures, if required.

e Form (Appendix M).

10. The Critical Response Team will assess the needs of friends and
classmates of the injured and ensure the necessary supports are
available.

11. Debrief the Division Critical Response Team and plan any
required follow up.

12. The Principal or designate will complete the Critical Incident
Report found in Appendix B.




SCHOOL BUS (VEHICLE) ACCIDENT

When a school receives notification that there has been a school bus
(or vehicle) accident involving school students, the following steps
should be followed:

1. As quickly as possible, determine:
a) location of the accident;

b) bus number;

—c)_students who are potentially involved; and

X
d) where parents are to go for informatior] or to be with their

Emergbtlnlcgli'Communications Proceedures 2

2| Assualt on School Premises tative to the scgne (jf possible) who will
rovide an update back to the school. Thelschool representative
Agguc

i "ldentify himself to the police aftd offer to act as a resource
Bomb Theéat>genCy team. 5

3| Toxnadoes:and Violent Winds ¢ t0 parents & students on the bus,
Eviob e BALards tatkerar ey are to gg. Schools should have a

current list of students on each bus readily available (c¢/w home

Enpironment Hazards External;) 8
4| Hegags ToHNg the authorities have beefl conftacted (e.g. medical,
LosslofUtilities 1055). 10

5| OffiSite Emergencyrintendent and the Dl#ctgr of Transportation.

6| SchoplBus (Vehicle) Accident . 1;icion #2.dia|Spokesperson and a
Sevete ity O respond to telephone inggiries.

7| SchoolEyacuationProcedures:i the carlieddappfropriate time to
sindrts stakf.and Rlagfer communicagion te students.

iSehool Lockout Procedure ;e to the schd8l logking for information.
(o Evdcuation of the/Premisdsc parents and pmovice them with whatever

(W)

% Print
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information is available. Offer assistance if they do not appear to be
capable of driving

8. If there are serious injuries or casualties, then the Division
Critical Response Team should be convened to plan for follow up
communication and support/counselling for students, staff, and
parents.

9. Complete a Critical Incident Report, found in Appendix B and
forward a copy to the Superintendent.




SEVERE INJURY

(@)

- O ©

—_—

N —y

Assess the situation and extent of injuries.

Call911.

Call parents/guardians of injured students and inform them of

the nature and extent of injuries and the location of students.

transported to a medical facility.

accompany the ambulance, if possible. X

Remove lénlnlllured tudepts from the azccid

Emergency unications rroceeaures

Assialton/senospreémisesdent who will dgterny

to convene the Division Critical Response T|
Abduction 4

Notify siblings at school of the injured,

Thadses lsd Woinad widdents of the accgden

0 EnvironmentHazards Internal 15 and staff (Fvitng
siklin 'gnégécilazarq gvide counselling gsre

Enviro xternal

| Hostage Thiing |Viedia Contact person wig pre

the media.
Loss of Utilities 10

ff-Site Emergency

° shol BUS (VeHicley Kecfaexe© \VI! complgye th
Report, found in Appendix B.

Severe Injury 13
School Evacuation Procedures 14
School Lockdown Procedure 15
School Lockout Procedure 16
Evacuation of the Premises 17

Where injuries are judged to be less severe,

D. V|5|t injured students in hospital, if p055|ble.

the student may be

ign a staff member to

ent site.

hine if there is a need
sam.

[ as required.

psses, close friends,
quired.

pare a statement for

o Critical Incident
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SCHOOL EVACUATION PROCEDURES

-_—

—_—

Y

evacuation procedures.

Response Team. Retrieve Disaster Supplies
Emergency Communications Centre.

£T, Lol
Ul TTarispur tativlr. 3N

X

Ensure that traffic control and the designat
Eniérgency Commiinications Proceedures 2

Assualt on SchoobPremisesnduct final swekp o

attendance records are taken to the assem
Tornadoes and Violent Winds 6

lead students to designated safe area.
Environment Hazards External 8
Close all school doors.
Hostage Taking 9

0, The F{’igﬁ&zgl, or caretaker ifdesignatqg, Wi

Loss of Ut . o, .
school’s physical plant is “shut down”.

School BUS (VeRicie) Aakiagnt P 1MEN. 4

School Lockdown Procedure 15

School Lockout Procedur ..
and provide that ﬁl_gt%o the Principal.
Evacuation of the Premises

Niotif)
17

In an immediate emergency, engage fire alarm and follow fire

If evacuation is not immediately required, convene the Critical

Box and take it to the

Commence evacuation procedures as planned.

Inform Superintendent or designate who will notify the Director

ed staff members

f classrooms,

AVRshigems, etc. and direct any studengs ot of the building.

Botnb Thiedt/cs and secure school records. Erjsure that class lists/

bly area.

sslessallywindavss and.doors, and turnpff lights in each room and

| ensure that the

Off-Site Emergency: itomatically by pullitd a fire station or by

| Sevépelnjury €rgency Administration ggntre and initiate
Emergency Communications Procedures. Use predetermined
Schesl Evactatian Preseddssf Appendix GHF reduired.

P. Teachers/designated staff will create a list gf missing students

Emergency Services

k.
mContents
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13.

14.

15

16.

17.

18.

19.

of any absentees.

The Principal will notify the Superintendent when all students
and staff have left the school premises.

The Principal, or designate, will verify the evacuation of all staff
and complete a staff count sheet.

. The names of all students or staff evacuated to hospital are to be

recorded on the Critical Incident Report along with the hospital
name and means of transportation.

Determine whether crisis counselling services are required and to
what extent.

Assist with communications needs — media statement, telephone
response fact sheet, parent notification.

Debrief Division Critical Response Team and plan a follow up.

The Principal will complete a Critical Incident Report, found in
Appendix B.



SCHOOL LOCKDOWN PROCEDURE

PART 1 SHELTERING FOR PROTECTION/“LOCK DOWN"

Emergency response to:  hostile individual
unwelcome intruders
weapons possession
serious accident
natural disasters

Office Procedure:

Stept——Emergencyisdeclared-byPrigd Hll_lllclgcm_y;uAC\_lalcw_pal or designate.
Step 2 Office and classrooms locked down.
Emergency Communications Proceedures 2 | .
Step 3 Call 911. Provide the following jnformation:
Assualt on School Premises 3

« brief description of crisis
exact location of crisis 4
Bomb Threat ° description of travel orsocation of suspect(s)
- direction of travel or location of suspect(s)
Tornadoes and Violent Winds . .
. weaponfs) involved
Environment Hazards/Internal students anl staff at risk
) « present security of studentd and staff
Environment Hazards Externa
. saferoute into the school

Hostage Taking \ho the contact perso9 is

Abduction

Val

Stkossiof Utilities || 3| by office staff to Mernpine students or staff
Off-Site Eme,ém;are unaccounted for yip the intercom.

(.Y

 {S¢hool Bus (Vehiclé) Accident> Oring schooi? if in close proximity to

one.
Severe Injury 13

LG G50l Evacuatisn Prbasdiraace staff megpberprovides the following

to emergency services upon arijival and works with
School LockdowpRxatedsre 5 1y mand Poirk®

School Lockout Procedure 16

e P o Psr%mglsma p, with powey, gag, electrical shut-offs;

« master key;

.Y

&
O O
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or

Step 8

. access to student records;

« location of suspect;

« location of victim(s);

+ location of remaining students and staff;
« accounting of all students and staff;

« information on suspect; and,

« information on witnesses.

Crisis resolved to be announced by Principal or
designate.

Evacuate to a predetermined location.

Classroom Procedure:

t

(%
1]
19,1

Step 6

Emergency is declared by Principal or designate.

Students and staff clear hallways to nearest safe place
(a classroom, auxiliary classroom or office).

Teachers lock classroom or auxiliary classroom doors,
instruct students to sit on floor away from windows
and doors.

Attendance is taken.

Stay close to your phone. Office will take roll

call. Report accounted students and non-usual
students in your classroom. Do not ask questions and
do not use the system.

Wait for further instructions.

Releasing Students to Parents:

Develop a system that allows for accountability of the students.




SCHOOL LOCKOUT PROCEDURE

PART 2 LOCK OUT PROCEDURE
Emergency response to: report of a hostile individual in the area

Office Procedure:

Step 1 Emergency is declared by Principal or designate.
Step 2 All school entrance doors and windows locked.
Step 3 Recesses and outside activities fuspended.

Step 4 Resolution of emergency situatipn to be announced

by Principal or designate.
Emergency Communications Proceedures 2

Iagss;ru% tTnPJS.%% rrt'gﬁises 3

[SAbduction CMergency declared by Prigcipal or designate.

(2 e

SkeBomb Threat Students and staff return tostheir regular classrooms.
Stdjgryadoes and\Viglent Wénds taken. 6
Environment Hazards Internal 7
§tep‘fll Eefoort uhaccounted students tq@ the office.
Environment Hazards External ) 8
Step 5 Wait for further instructions.
Hostage Taking 9
Loss of Utilities 10
Off-Site Emergency 11
School Bus (Vehicle) Accident 12
Severe Injury 13
School Evacuation Procedures 14
School Lockdown Procedure 15
School Lockout Procedure 16
Evacuation of the Premises 17

.
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EVACUATION OF THE PREMISES

Emergency response to: fire Classroom Procedure:
natural disasters )
other emergencies Step 1 Fire Alarm sounds.
Office Procedure: Step 2 Teachers direct students to line up quickly and quietly

and gets the classroom emergency kit and class list.

Step 1 Fire Alarm sounds.
Step 3 Teacher leads the class out of the classroom and the
Step 2 Call 911. Provides the following information: last student shuts the door.
. i ipti isis; and Step 4 Classes exit the building via the designated
« location of crisis. ¢ emergency exit or alternate exit. Proceed to meeting
) . locations.
=% gency Commumca mns Jorpeaeu occupied qnd washrooms are .
checked by a designated person. Step 5 Classes with non-usual teachers are to be taken to
Assualt on School Premises 3 meeting location to meet their teacher.
;»teE 4 Principal or designate checks td ensure hallways are
Abduction |y Step 6 Students not in their classrooms at the time of the
Bomb Threat 5 . . emergency are to leave from the nearest exit
Step 5 Office staff person takes emergency kit, parent sign and meet their teacher at the meeting location.
Tornadoes and Violent Winds| sttendance $ips putside.
Step 7 Teachers take attendance. Report missing students

(7.

onment ¥ ter.
tgﬁ Hazards Intsrral missing student;, sFaff members or to a designated person. Teachers also report all
Environment Hazards External /s relayed ® a designated person. teacher assistants, parent volunteers and work

StHpstage Takingccretary provides the foll@wing to emergency experience students that are missing.

Loss of UtilitiesC! VICES UPON arrival: Step 8 Wait for further instructions. If necessary the
. division media spokesperson will prepare a media
Off-Site Emetg'enc;sChOC)l map; 11 P P prep

. master key; and statement using Appendicies K& L as a guideline.

School Bus (Vehicle) Acsident, of all studdAts ad staff.

Releasing Students to Parents:

(.Y

S I . 13
»teepvge MY Teachers are directed to réturn to school or to further

School Evacnatdion fyededagethe designatetiareq. . Develop a system that allows for accountability of

School Lockdown Procedure 15 the students
School Lockout Procedure 16
Evacuation of the Premises 17
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