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Evacuation
A primary and secondary Evacuation assembly area should be selected 
prior to the start of each school year.

• Determination should be made as to exactly what areas/floors or
buildings are to be Evacuated.

• Evacuation notification will be made through the use of Evacuation
signal and/or voice message.  Immediate Evacuation can be
conducted if the emergency situation warrants.

• As the Evacuation is conducted, sweep the area to ensure that all
occupants Evacuate.

• Check stairwell first to determine if it is safe to use as a means of
egress.  If stairwell is contaminated with smoke, determine if another
stairwell will provide a safer means of egress.

• While exiting, check restrooms and other areas where people may
not have heard the Evacuation alarm.

• Make sure all school occupants with special needs are assisted in
the Evacuation.

• The IC or CRT should use the visitor log to account for any visitors to
the school.

• Ensure that the Evacuation assembly area or refuge area is a safe
distance from the incident.

• Confirm that everyone is accounted for at the Evacuation assembly
areas; immediately report missing persons to the IC.

• If the primary Evacuation area is unfit for habitation or too close to
the emergency scene, direct evacuees to the secondary assembly
area.

• Personnel must not leave the Evacuation assembly area until the ALL
CLEAR signal is given, or until other instructions are provided by the
IC.

Incident Commander

•	 Call 911
•	 Activate alarm and initiate the Evacuation
•	 Effectively communicate the emergency Evacuation 

message
•	 Ensure that all school occupants reach the assembly area
•	 Announce an “ALL CLEAR” when it is safe to do so

Head Custodian
•	 Assist in the Evacuation of the school
•	 Assist in the search and rescue if possible
•	 Report to the IC for further instructions

School Nurse

•	 Assist in the Evacuation of the school
•	 Treat injured evacuees
•	 Establish a triage area
•	 Track patient care

School Counselor •	 Follow school protocol to support all students especially 
those with disabilities and emotionally vulnerable students

School Resource Officer

•	 Assist in the Evacuation of the school
•	 Assist in the search of the building to ensure that everyone 

has evacuated
•	 Establish and maintain contact with police agency and 

other emergency response agencies

Evacuation Coordinator

•	 Direct students to the Evacuation assembly area
•	 Assist teachers in taking attendance
•	 Missing occupants should be reported to the IC
•	 Prepare the students for Reunification or re-entry into the 

school

Reunification Coordinator

•	 Assist in the Evacuation of the school
•	 Prepare the Reunification site
•	 Direct the Reunification process or assist with the re-entry 

into the school if an “ALL CLEAR” is announced
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NOTIFY

Crisis Response Team will 
assist Incident Commander 
in notifying:

1. Affected occupants

2.	 Evacuees of “ALL 
CLEAR” if it is safe to 
return to the school OR

3. Other instructions if 
it is determined that 
there will be no return 
to Evacuated areasNOTIFY

Incident Commander 
notifies:

1. 911

2.	 CRT and SRO

3. BOE/Superintendent

REUNIFICATION

If it is determined there 
will be no return to 
Evacuated areas, the IC 
should implement on-site 
Reunification Procedures

POST-INCIDENT

Incident Commander, 
Crisis Response Team 
and/or County School 
Administrator will:

1. Initiate Incident Report

2.	 Debrief BOE and school 
staff

3. Debrief with school 
counselor/mental 
health crisis team 
manager

4.	 Implement critical 
stress debriefing 
program if needed

5. Conduct Post Incident 
Critique and take 
corrective action(s)

ACT

Incident Commander & 
Crisis Response Team will:

1. Initiate the alarm and 
use the PA to notify 
occupants of affected 
areas to Evacuate, 
which route to take and 
where to assemble

2.	 Ensure all occupants 
evacuate the school 
including those with 
special needs

3. Sweep areas such as 
restrooms, kitchens or 
locker rooms, where 
alarms or notification 
may not have been 
heard

4.	 Check elevators to 
make sure no one is 
trapped

5. Ensure Evacuated 
persons assemble at 
designated Evacuation 
areas

6.	 Account for all school 
occupants

7. Notify Response IC 
and/or SRO of any 
missing people

8. Search for missing 
people if it is safe to 
do so

9.	 Meet with first 
responders upon 
arrival

ASSESS

Incident Commander 
assesses situation and 
determines:

1. Area(s) to be Evacuated

2.	 Evacuation code

3. Assembly areas

ASSESS

Incident Commander will:

1. Determine if Evacuation 
is adequate

2.	 Determine support 
needs of evacuees

3. Determine if emergency 
is over and if it is safe 
for occupants to return 
to the school

4.	 If off-site Evacuation is 
implemented, see also 
Reunification Event Aid 
and Flow Chart

INCIDENT HAS
TAKEN PLACE OR

HAS THE
POTENTIAL TO

ARISE


