FIRE DRILL PROCEDURES


Signals:
(1) fire alarm is a continuous bell; evacuation is announced via the P.A.



(2) a series of beeps, lasting 5-10 seconds, to return to the building

Know where the nearest fire extinguisher is located.  

Teachers WITH Classes:

1. Take your grade book, and/or attendance sheet, AND red emergency binder (including the red/green card and attendance notification half sheet). If you have an emergency backpack, take this outside with you as well. In the event of a fire, these items will be critical.

2. The office secretary and assistant exit to the front of the building to greet and guide emergency personnel, if necessary. They should take the volunteer/visitor sign in book with them as this will be checked against guest who have evacuated to the blacktop areas.

3. ALL visitors must exit the building and report to the blacktop area.

4. Exit the building quickly, leaving coats and other personal belongs behind

5. All windows and doors should be closed. Turn out the lights.

6. Instruct students to leave the building immediately in a calm, quiet, and orderly manner.

7. Exit at the nearest designated exit (refer to the classroom map for exit routes). 

8. Keep students together and proceed to your designated location on the blacktop, near the playground.
9. Instruct students to line up, SINGLE FILE AND EYES AWAY FROM BUILDING.
10. For safety reasons, there shall be NO RUNNING.
11. So that instructions can be heard, students must REFRAIN FROM TALKING.

12. Students should stand with their BACKS TOWARD THE BUILDING. 
13. Students in Sped, ELL and Title should join their homeroom teacher in their designated location.

14. 
Students in PE/Music will be guided, by the PE/Music teacher, to the blacktop area and should be joined by their homeroom teacher at this location.

15. 
Take attendance to account for your students. RAISE the green card if all students are accounted for. RAISE the red card and complete the “fire/evacuation drill attendance sheet” if students were marked present at school, but are missing from your room OR if you have additional students with you who are not normally in your class.

GREEN = all students, in attendance for the day, are present and accounted for.
RED = students, who are in attendance for the day, are missing from your class during the drill OR you have additional students with you.
16. Send a student runner, with the “fire drill attendance sheet”, to the school principal, located on the blacktop, near the basketball courts. This step is necessary ONLY if students are missing.

17. Wait for the “all clear” signal.

18. 
Return to the building with your students.

SHOULD A DRILL OCCUR DURING RECESS, DURING LUNCH, OR WHEN STUDENTS ARE TRANSITIONING, STUDENTS SHOULD GATHER IN THEIR DESIGNATED AREA WITH THEIR CLASSROOM TEACHER. 

Staff and Teachers WITHOUT Classes:

1. Leave the building quickly and DO NOT check for students. 
2. Gather at blacktop located near the playground at the back of the building.

	Who…
	Checks…

	Principal
	Students exiting to the blacktop area

	Counselor
	Be located near the parking lot.

	Head/Night Custodian
	Remain near the front of the building to direct fire fighters to the scene and shut off ventilation.

	Office Staff
	Exit the building and remain outside near the fire hydrant and street. One office staff should assist on the blacktop area to account for students.

	Instructional Coach/ESC
	Remain near the south entrance of the school to look for stragglers.


Students MUST:

1. Demonstrate a high level of cooperation in an emergency and/or drill.

2. Follow directions given by teachers and staff.

3. Exit the building in a quiet, calm, and orderly manner, leaving by the nearest clear and safe exit.

4. Stay with their class.

5. Listen for the “all clear” signal/page

6. Return to class with their teacher.
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