Emergency Preparedness
School: _____________________
Principal: ​​​​​​​​​​​__________________​​​__
 Date: ________________

	Activity
	Comments
	Person Responsible
	Date Completed

	Review Emergency Planning Guide 


	by September 30
	
	

	Review Emergency Response Chart
	by September 30
	
	

	Develop School Critical Incident Team
	Form to be completed and sent to the Board office by September 30.
	
	

	Create Emergency Management Kit
	See content checklist in Emergency Response Chart
	
	

	Develop Staff Phone Tree
	See examples on page ?? of Critical Incident Resource
	
	

	Complete Emergency Resource Contact List
	Use for in Emergency Response Chart
	
	

	Develop Evacuation Plan 
	Must be in accordance with Fire Safety Regulations
	
	

	Develop Isolation Plan
Date: 
	This would include lockdown procedures and intruder plan
	
	

	Develop Relocation Plan 
	Include site, number of students, transportation, route, and release of students
	
	

	Develop Expansion Plan
	This is how you will receive students from another school  in the case of emergency.
	
	

	Develop a Hazard Specific Plan
	Must be in accordance with SSRSB Operations department; Ensure that MSDS sheets are completed; recommend that Fire Department has copy 
	
	

	Evaluate the Emergency Plan
	Emergency Plans should be audited annually.
	
	

	Review all plans and procedures will all staff 
	Twice yearly 
	
	

	Practice Evacuation with students
	As per Fire Safety regulations - at least 6 times per year
	
	

	Isolation Plan with Student
	It is recommended that this be completed at least twice a year
	
	

	Ensure Substitute teachers are aware of emergency procedures
	This could be a package the first time they substitute in your building
	
	


