SCHOOL INFORMATION FORM
LAST UPDATED:  ​​​​​​​​​​​​​​​​________________________

A.  School Profile:

	Name of School:


	School Hours:

	Name of School Board:  

South Shore Regional School Board
	Grade Levels:

	School Address:

	School Phone:


	
	School Fax:



	
	After Hours Emergency Contact(s):
Name:

Phone:

	Student Enrollment:

	Number of Floors:

	Mobility Challenged Students:

	Number of Classrooms:


	Number of Staff:

	Number of Portables:

	Other:



Building Information:
	Position
	Name
	Office Phone
	Cell Phone

	Principal
	
	
	

	Vice-Principal
	
	
	

	Admin Assistant
	
	
	

	Custodian
	
	
	


	Audio/Intercom

	Type
	Location
	Instructions for Use

	
	
	

	
	
	

	
	
	


	Alarms

	Type
	Location
	Shutoff Instructions

	Fire
	
	

	
	
	

	
	
	


	Public Address System

	Location
	Instructions for Use

	
	


	Telephones

	Type
	Location

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Security

	Number
	Location
	Coverage

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Instructions for Use
	

	Monitoring Location
	


	Utilities

	Type
	Location
	Shutoff Instructions

	Gas Propane
	
	

	Water
	
	

	Electrical
	
	

	
	
	


	Sprinkler System

	Control Valve Location
	

	Shut off Instructions
	

	Other
	


	Cable/Satellite

	Location of Televisions
	

	Main Feed Shutoff Instructions
	

	Other
	


	Boiler Room

	Location
	

	Access
	

	Other
	


	Main Telephone Panel

	Location
	

	Access
	

	Other
	


	Computer Server

	Location
	

	Access
	

	Other
	


	School Access

	Access
	Location

	Doors
	

	Roof
	

	Other
	


	Elevators

	Location
	Instructions for Use

	Doors
	

	Emergency Power System

	Type
	

	Location
	

	Provides Power To
	

	Shut Off Instructions
	

	
	


	On Site Hazards

	Custodial Area
	

	Science Labs
	

	Trades Labs
	

	Art Rooms
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


B. Evacuation Routes

C. Local Hazard Assessment

D. Off-Site Emergency Plan

E. Communications Plan
1. Emergency Personnel:  Fire, Police, EMO, etc.
2. School Staff, Board Staff and Tenants
3. Parents, Guardians, Community
4. Media
