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Main Switchboard Procedure for
Emergency Calls from Schools

If a call reporting a school emergency comes in from the Principal or their Designate (PD), the switchboard operator will request from the caller the following information and record it on the “School Emergency Form”:

· The date, time, contact person and contact number

· Whether 911 has been called

· The immediately available details about the situation and
· If any assistance is required by the school

The Operator will tell the PD that:

· Any requested assistance will be arranged

· The appropriate individuals will be informed and

· The Operator will return a call to the PD if needed with any information

The Operator will then:

· Cease all other activities not associated with the emergency until all emergency-related activities are completed.  This may include calling in other back-up support to deal with the non-emergency switchboard duties

· Make calls necessary to summons any required assistance.  The requests for assistance may be to those responsible for bus transportation, property or building services, student services or human resources – see the Emergency Contact Numbers list

· The Operator will immediately return the call to the PD with any requested information

After arrangements for assistance has been made, the Operator will:

· Notify by telephone the following group directly or through their Administrative Assistants.  If telephone contact is unsuccessful, an email will be sent with the subject “URGENT”, requesting a response to confirm receipt.  If both of these means are unsuccessful, a request will be made to one of the other individuals on the following list to send a cell phone text:
· Superintendent
· Director of Programs and Student Services

· Communications Manager
· Coordinator of Community Based Education 

· Director of Operations
· Occupational Health & Safety Manager

· Director of Human Resources

· Record who has been contacted and response from those contacted on the “School Emergency Form”.  After the emergency has concluded, keep the form on file for any requests for reference. 


             Main Switchboard

School Emergency Form
Date:
  _______________________________

Time:
  ________________

Name of Person Making Contact:  _______________________________________

Contact Number(s):   __________________________________________________
Has 911 been contacted?   
⁭  Yes
  ⁭ No
Situation Details:
 _____________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Assistance Required: __________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Confirmation of Notification:

· Superintendent




⁭ Telephone  ⁭ Email
· Communications Manager


⁭ Telephone  ⁭ Email
· Director of Operations



⁭ Telephone  ⁭ Email
· Director of Programs and Student Services
⁭ Telephone  ⁭ Email
· Community of Schools Coordinator

⁭ Telephone  ⁭ Email
· Director of Human Resources


⁭ Telephone  ⁭ Email
· Occupational Health & Safety Manager

⁭ Telephone  ⁭ Email
USE THE BACK OF THIS FORM FOR ANY ADDITIONAL NOTES
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
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