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A. CRISIS RESPONSE LOGISTICS
1. Aerial  Photo of School Campus
2. Blueprint of School Building

3. Aerial Photo of Evacuation Site
Evacuation Site Name:

Evacuation Site Contact Name:

Evacuation Site Contact Phone Number(s):
4. Keys 

Place in sealed envelope and insert envelope here (2 for small schools, 4 to 6 for large schools)
5. Communication Technology

Briefly describe the communication technology that will be used during an emergency.

Eg.
Intercom system; Internal messages via computer during emergency, cell phones, two-way radios, etc.

6. Emergency Response Directory: 
School Safety Team, Division Office Safety Team and Emergency Services 



6.1
School Division Safety Team 

	
	Day
	Evening
	Cellular

	Superintendent  (Dr. Cheryl Gilmore)
	223-3547
	223-1139
	382-8401

	Associate Superintendent of Programs and Services (Dave Driscoll)
	223-3547
	328-3858
	795-2713

	Associate Superintendent of Curriculum and Instruction (Wilco Tymensen)
	223-3547
	394-5444
	360-7008

	Associate Superintendent Finance and Operations (John Rakai)
	223-3547
	345-4706
	330-7810

	Clinical Team Leader (Angela Miller)
	223-3547
	320-1743
	634-9767

	Director of Inclusive Learning (Ann Muldoon)
	223-3547
	329-4052
	360-2757

	Facilities Manager (Andy Tuveson)
	223-3113
	327-4366
	635-2000

	Executive Secretary (Barb McDonald)
	223-3547
	223-1535
	382-9499


6.2
School Safety Team

	
	Name
	Day
	Evening
	Cellular

	Principal (Emergency Administration)
	
	
	
	

	Vice-Principal (Emergency Marshal or Off-Site Liaison)
	
	
	
	

	Secretary (Emergency Communications)
	
	
	
	

	Emergency Traffic Control and Security
	
	
	
	

	Emergency Senior First Aider
	
	
	
	

	Emergency Reception Food Services
	
	
	
	

	Family School Liaison Counsellor
	
	
	
	

	Classroom Support Teacher
	
	
	
	




6.3
Emergency Services Directory
	Emergency 9-1-1 (if available)
	

	Police
	

	Fire
	

	Ambulance
	

	Transportation Coordinator

First Student Canada
	Tenille Miller:          223-3547 (Ext. 10026) – Office

                               330-6876 (Cell): 
Cheryl Shimbashi:  223-5670 (Office)

                               308-7884 (Cell)

	Southwest Alberta Child and Family Services
	Lethbridge Office:  381-5555        

Taber Office:          223-7921

	Alberta Mental Health Board
	Lethbridge Office:   381-5261

	Alberta Health Services

Medical Officer of Health
	1-800-595-2742  (Emergency)
388-6014/388-6665

	Poison Control Centre
	1-800-332-1414

	Utility Companies
	

	Disaster Services (Directory)
	1-800-272-9600


7. Staff Roster (current)

INSERT HERE
8. Student Attendance Roster (current as possible)

INSERT HERE
9. List of students with special needs requiring assistance, medications, and special orders

INSERT HERE
10. Fire Alarm turn-off procedure

11. Sprinkler system turn-off procedure

12. Location of Utility shut-off valves

13. Gas line and utility lines lay-out

14.  Location of Internet Servers

15. Emergency Supplies List

	Item
	√
	Location

	Communications
	
	

	Megaphones
	
	

	Cell phones 
	
	

	Radios (battery)
	
	

	Flashlights
	
	

	Camera
	
	

	Emergency Administration Identification Apparel
	
	

	
	
	


	Medical
	
	

	First Aid Kit
	
	

	
	
	

	
	
	


16. Staff Role Emergency Kits

Location of Packages:


Contents of Packages: The packages are prepared as per the table below.

	Kit #1: Emergency Administration (Principal)

Used for: School Evacuation

                 Reception of Evacuees

                 Off-site Emergency
	Kit #2: Emergency Communications (Secretary)

Used for: School Evacuation

                 Reception of Evacuees

                 Off-site Emergency

	-Evacuation Check Sheet #1 for Principal

-Reception of Evacuees Check Sheet #5 for Principal 

-Off-site Emergency Check Sheet # 9 for -Principal  

-Record of Assignments Form

-Log of Events Form

-Messenger Memos

-Emergency Administration

-Identification Apparel

 -Map of School floor plan/ site plan
	-Evacuation Check Sheet #2 for School Secretary 

-Reception of Evacuees Check Sheet #6 for School Secretary 

-Off-site Emergency Check Sheet #10 for School Secretary

 -Messenger Forms

	Kit #3: Marshal or Off-Site Liaison (vice principal or designate)

Used for: School Evacuation

                 Reception of Evacuees
                 Off-site Emergency
	Kit #4: Traffic Control & Security

Used for: All Emergency

	-Check Sheet #3 for Evacuation Marshal 

-Check Sheet #7 for Reception Marshal

-Check Sheet #11 for Off-Site Liaison 

-Field Trip Manifest – collected from School Office (for off-site emergency

-Student Count Sheet

-Staff Count Sheet

-Messenger Memos

-Vehicle Record Form

-Evacuation Marshal/ Reception Marshal Identification Apparel

-Reception staff identification apparel

-Maps of School floor plan (including identified areas assigned for evacuees), site plan, and Alternate Site Locations
	-  Check Sheet #4 for traffic control/security supervisor 

-  Traffic controllers/guards duty sheet

-  Messenger Memos

-  Traffic Control & Security Identification Apparel

-  Map of School Site (periphery)

	Kit #5: Senior First Aider 

Used for:  All Emergency
	Kit #6: Emergency Food Services

Used for:  Reception of Evacuees

	-Check sheet #12 for First Aider 

-Messenger Memos

-Transported to Hospital Form

-First Aid Identification Apparel

-Material Safety Data Sheets (if appropriate e.g. chemical spill)

-First Aid Kits.

-Maps of School floor plan and site
	-Check Sheet #8 for Food Services Coordinator

-Log of Events Form

-Record of Assignment Form

-Messenger Memos

-Emergency Food Services Identification Apparel

-Map of School




*Note: See Appendix “A” for copies of checklists and forms necessary for the packages.
B.
SAFE AND CARING SCHOOL ENVIRONMENT
1.
Environmental Assessment: Physical 

1.1 Physical Plant

See Section A.

1.2 Playground Equipment and School Grounds
· Date of most recent playground certified equipment safety check.

· Describe procedures for ongoing check of grounds and equipment (eg. walk about during supervision)

1.3
Access to Buildings and Grounds

· Describe building and grounds security during school hours.

1.4
Supervision and Scheduling of Students
· Number and location of supervisors in building during breaks.

· Number and location of supervisors on grounds before and after school and during breaks.

1.5
Transportation

· Describe any safety concerns/considerations regarding bussing loading/unloading or students being picked up by busses and personal vehicles.
2.
Environmental Assessment: Social 

2.1
Environmental Scan 

See Appendix C of the Horizon School Division Handbook for the Prevention and Management of Critical Incidents.
3.
Safe and Caring School Initiatives
List/describe the Safe and Caring initiatives instituted in the school (eg. Thrive (Lion’s Quest) program, anti-bullying program, Peace Police, Safe and Caring Student Leadership Council, etc.)

4.
Strategies for Prevention
List/describe any strategies the school is employing for prevention. This could be access to community support agencies, a note that policies related to safety are reviewed annually (Lockdown, Fire Drills, Emergency School Closure), any staff training (eg. WHMIS, First Aid), counselling services/programs, internet safety, parent in-services, etc. 
5.
Early Intervention
List/describe early intervention strategies employed at the school. E.g. use of the Threat Assessment Protocol, conflict resolution, staff training in indicators of students at risk.
C.
CRITICAL INCIDENTS
Fire Plan 

In accordance with Policy EBCB Fire Drills
1. Record of Fire Drills
The record of fire drills is maintained through Horizon’s online Public Schools Works program. 
2. Signs

Each area of the school is posted with an appropriate fire drill sign indicating the normal evacuation routine.

___ checked in September
3.
Fire Evacuation Procedures:
a. Engage the fire alarm and inform school office of location and extent of fire.

b. Commence evacuation procedures.

c. Call Emergency Services 9-1-1 if available, or Fire Services _____________ inform them of the nature, location and extent of the fire and direct to appropriate school entrance.

d. At the commencement of the school year, staff is made familiar with the location and operation of fire extinguishers, including fire hoses, in the building.  These may be used at staff discretion in an emergency.

e. Students and staff assemble in the following places well away from the fire (at least 60 feet from the building), leaving fire routes clear:

Use alternate facility if required:   ___________________________
f. Re-enter building only after fire services have declared it safe.

If deemed necessary… 
g. Convene school safety team.  Distribute School Evacuation Emergency packages to appropriate safety team members (see Appendix A) and follow School Evacuation procedures as described in the packages. Retrieve disaster supplies box; and take it to the emergency administration center.

h. Determine whether crisis counselling services are required and to what extent.

i. Determine communication needs – media statement; telephone response fact sheet; parent notification.

Fire Evacuation Procedures (cont.)

j. Debrief critical incident response team and plan follow up.

k.  Complete Critical Incident report (see Appendix B).
School Evacuation Procedures

1. If an immediate emergency, engage fire alarm and follow fire evacuation procedures as specified on under Fire Plan.

2. If evacuation is not immediately required, convene school safety team.  Distribute School Evacuation Emergency packages to appropriate safety team members (see Appendix A) and follow School Evacuation procedures as described in the packages. Retrieve disaster supplies box; and take it to the emergency administration center.

3. Inform School Division Safety Team 223-3547.
4. Ensure that traffic control and security functions are carried out by the designated staff member and that additional support is available.

5. Teachers with a classroom next to a washroom or other unsupervised space will check this to pick up any unsupervised students.

6. Close all windows and doors and turn off lights in each room as leaving.  Designate a student to lead the class. Teachers leave last, checking for stray students.

7. Close all files and secure school records.  Ensure that attendance records, health records and any other essential records are collected and taken to the assembly area.

8. Close all school doors.

9. The principal will ensure that the school’s physical plant is ‘shut down’.

10. Establish emergency administration center and initiate emergency    communication procedures.

11.  Use predetermined alternate facility, if required.

12. Teachers will provide a list of evacuated students on the Student Count Sheet (in Emergency Package #3 Evacuation Marshal), to the Principal. Notify emergency (fire) services of any absentees
13.  The school Principal will notify the Superintendent when all students and staff have left the school premises.
14. The principal will verify the evacuation of all staff and complete Staff Count Sheet (in Emergency Package #3 Evacuation Marshal).

15. The names of all students or staff evacuated to hospital are to be recorded on the Transported to Hospital Record (in Emergency Package #5 Senior First Aider), along with the hospital name and means of transportation.

16. Determine whether counselling services are required and to what extent.

17. Determine communications needs – media statement; telephone response fact sheet; parent notification.

18. Debrief School Team and plan follow up.

19. Complete Critical Incident report (See Appendix B).

C.     CRITICAL INCIDENTS (cont.)

SCHOOL LOCKDOWN PROCEDURES

BACKGROUND

A school lockdown is an emergency protocol established to protect people inside a school facility from a dangerous internal or external event.  The term ‘lockdown’ can be defined as an emergency course of action taken by an agent of authority, such as a school Superintendent, Principal or police force, to contain and confine people in a building, controlling their movement so that a threat or problem can be located and resolved immediately with the least amount of casualties and chaos.

PROCEDURES

Interior Lockdown, Threat in the Building:
1. School Responsibility:  Active Threat Inside the School

1.1. School Personnel:  Observation and Communication of Threat

1.1.1 Upon observing an immediate threat, the school staff member will announce from the closest school PA system three times:

“INTERIOR LOCKDOWN; THREAT IN THE BUILDING

1.1.2 The school staff member who observed the threat will call 911 immediately and advise police of the situation.

1.1.3 Staff are not responsible for locking or closing any exterior doors or hallway doors during an interior lockdown.

1.1.4 If safe to do so, office staff will call the Office of the Superintendent to inform 
him/her of the lockdown.  This will assist the school district in determining communication to other schools and school districts, and whether other schools need to go into lockdown.  
1.1.5 The School Safety Plan will be accessible in the office with the location of the plan communicated to all staff and local police and emergency services. 

1.2 Staff

1.2.1 Without leaving the doorway of their classrooms, staff will gather as many students from the hallways into their classrooms as possible.  Should the classroom not contain the necessary shielding to keep students and staff safe, choose the closest safe room that contains as few windows as possible with a secure door.


1.2.2
The staff member will close and lock the classroom door.  Blinds 

or curtains must be closed and lights turned off.  Students are 

not to be left unsupervised.  Classroom doors are not to be 

opened until the Principal, his/her designate, or police have 

announced the end of the lockdown.  Do not open the locked 

classroom door if someone should come to the door and make 

that request.

1.2.3
Students will crouch or lay on the floor away from interior walls 
and directed to be still and quiet.  Students will be advised to 
remain on the floor and not rush towards the door if police enter.

1.2.4
If safe to do so, staff members will follow established attendance procedures. 

1.2.5
If the fire alarm activates while in lockdown, staff are to stay in

classrooms with students. Do not leave the room unless there is an actual fire and it is believed that staff and students are in imminent danger from fire and/or smoke (consider a window exit from the class if it is determined it is absolutely necessary to evacuate).  Consider that leaving the safety of the locked classroom may afford a threat (assailant) the target-rich environment that he/she is seeking to create.  The assailant may have pulled a fire alarm, released a bomb 
or lit a fire; staff are to consider all of the alternatives based on the 
information available.


1.2.6
Staff will ensure any found firearms or explosives are not 


handled. 

1.2.7
Right to Survive:  Staff will remain in the classroom or secured area until instructed by police to evacuate, unless exigent circumstances arise such as a fire or the active assailant enters the room and threatens the secure area.  If the teacher determines that it is necessary to leave the secured area, it is preferable to evacuate from an exterior window into the schoolyard.  If 
this is not possible, evacuate from the nearest fire escape avoiding long 
hallways.  The staff and/or students may also choose to stay and confront the assailant depending upon what options are available to ensure the safety of the occupants of the room.

1.2.8
School evacuation. Subsequent to the law enforcement Rescue Team announcing commencement of procedures for an orderly evacuation, staff are expected to remain with students and assist with the evacuation and orderly dismissal of students.  Dismissal processes will include a system of sign-out so all students are accounted for.  School staff will assist with students needs and care at the evacuation site, including transition to parents or buses.

1.3 *Non-traditional schools with open floor plans and larger interior windows which allow easy access to an armed intruder are, and need to be treated as, special circumstances by students, staff and police.  Principals should discuss strategies regarding student and staff responses with Horizon OH&S Co-ordinator, and School Resource Office (SRO) or lockdown designate of their local police service.

2. 
Local Law Enforcement Responsibility

2.1
Upon the arrest/neutralization of the threat, the designate will transition to other forms 
of deployment, as mandated by their respective police services.  Secure areas will be created by police to ensure safe conditions for Emergency Medical Services (EMS) and safe routes out of the school for evacuation of students.


2.2 
The Rescue Teams will use a master key and diagram of the school 

obtained from the school and/or the local police service to search and 

clear rooms, looking for victims and other possible threats.  Evacuation 

may also commence at this time if directed to do so by the Rescue 

Team.


2.3
Police/Principals (under police direction) may make an announcement 

in the 
school that “The school will remain in lockdown; the police will 

be orchestrating an orderly evacuation in due course; please remain 

calm; remain in lockdown”.  Establish safe routes avoiding crime scene 

contamination, weapons, and locations where explosive devices can be 

hidden (such as lockers and vehicles).

2.4
Once the building is determined to be “safe”, the designated police authority will give the all clear sign to begin the evacuation process (if necessary) for students and staff who are in the lockdown mode. School staff will assist with orderly evacuation and dismissal processes. 

Exterior Lockdown:  Threat Outside of the Building
This type of lockdown occurs when an anticipated outside threat is heading towards the school that may potentially harm students or staff.  Examples range from a person armed with a gun or knife to a police pursuit which is coming close to, or in the direction of the school.  A lockdown of the school decreases the risk to students and staff.

1.
School Responsibility:  Threat Outside the School


1.1
School Personnel:  Observation and Communication of Threat
1.1.1
If it is a school staff member who observes an external threat, the staff member will decide if it is an immediate threat demanding prompt external lockdown notification. If immediate threat, the school staff member will announce lockdown. If not immediate, the school staff member will notify the school office to provide the information necessary for the office to announce a lockdown. The communication of external threat may also come from an external source and, as such, will be announced by the school office. 

Announce from the closest PA system three times:
“EXTERIOR LOCKDOWN; THREAT OUTSIDE THE BUILDING”

1.1.2
An office staff member will call 911 if necessary and advise 
dispatch of the impending threat approaching the school.  
911 will not need to be called if the external lockdown 
was 
initiated by police or the school  division.

1.1.3
The Principal and designates shall be responsible for 
locking all outside doors in an attempt to limit access to the 
school.



1.1.4
Office staff will call the Office of the Superintendent to 


inform him/her of the lockdown.


1.2
Staff:

1.2.1
 Staff will gather and direct students from halls and washrooms to classroom spaces. Should the classroom not contain the necessary shielding from an external threat to keep students and staff safe, choose the closest safe room that contains as few windows as possible with a secure door. 



1.2.2
The staff member will close and lock the classroom door.  


Blinds or curtains must be closed and lights turned off.  


Students are not to be left unsupervised.  Classroom doors 


are not to be opened until the Principal, his/her designate, 


or police have announced the end of the lockdown.  



Do not open the locked classroom door if someone should 


come to the door and make that request.

1.2.3
Students will crouch or lay on the floor away from the sightline of external windows, and directed to be still and quiet. Students will be advised to remain on the floor and not rush towards the door if police enter.  



1.2.4
Teachers will post SCHOOL IN LOCKDOWN signs on 


exterior facing windows.  Principals and/or designates will 


post SCHOOL IN LOCKDOWN on windows of exterior 


doors.

1.2.5
If safe to do so, staff members will follow established attendance procedures. 

1.2.6
If the fire alarm activates while in lockdown, staff are to stay in classrooms with students. Do not leave the room unless there is an actual fire and it is believed that staff and students are in imminent danger from fire and/or smoke. 



1.2.7
Students arriving at the school will be marshalled into the 


school unless it is safer to go to a designated “safe place” 


away from the school.  Depending on when lockdown is 


called, students may be outside at recess or lunch.  



Principals and designates will have to monitor doors, 



allowing entry of students if safe to do so, watching closely 


for any threat.

1.2.8
Neither staff nor students will exit the school until given the stand down order by the police authority designate, principal or principal’s designate. If the situation warrants evacuation following the stand down order, the police authority designate and/or principal will announce commencement of procedures for an orderly evacuation.  

2.
Local Law Enforcement Responsibility:


2.1
In cases of an armed/active threat or shooter on or near school 

property, police members will respond as outlined in their own 

Rapid Deployment Training.  All members must be cognizant that 

the armed/active threat must not be allowed to enter into the 


school or any other structure that could possibly be occupied.

2.2
A School Resource Office (SRO)/partnering law enforcement designate or patrol member may attend inside a school(s) in External Lockdown if necessary and possible. Where appropriate, the law enforcement agency will liaise with the school and provide communication regarding security and the progress of the emergency situation. Where appropriate, the school division designate will liaise with the school.  All factors will be considered regarding the emergency situation vs. the comfort of the staff and students and when the threat level has diminished, adjustments will be made to the level of lockdown within the school.

Lockdown Practice

1.
Schools must practice lockdown drills at least three times per year (one in early September; one in November; and one in March).  Within the three practices, schools will include at least one External Threat Lockdown and one Internal Threat Lockdown. Principals should conduct lockdown 
practices during class times as well as at recess or lunch.  Lockdown practices are recorded on the Public School Works System, noting the date and time of the lockdown, the circumstances, and the time taken to secure the school facility.

2.
If at all possible, School Resource Officers (SRO’s)/partnering law enforcement 
designate or patrol member should be requested to be present during school 
lockdown practices.  The SRO’s/partnering law enforcement 
designate/patrol member should encourage their schools’ staff members to 
have table top discussions regarding different scenarios, which may 
necessitate lockdown implementation.

School Safety Plan
1.
The School Safety Plan is required for all emergency procedures including School Lockdown Procedures. It is important that it is accessible in the office with the location known by all staff members, local police authorities and emergency services. The School Safety Plan will also be accessible in electronic format and hard copy from Division Office. 

     – Appendix A

        LOCKDOWN CHECKLISTS
INTERIOR LOCKDOWN:  THREAT INSIDE THE BUILDING

If a threatening intruder or active assailant enters the building:

1. Upon observing an immediate threat, the school staff member will announce from the closest school PA system three times:

“INTERIOR LOCKDOWN; THREAT IN THE BUILDING”

2. The school staff member who observed the threat will call 911 immediately.

3. Office Staff will place the School Safety Binder on the counter (if safe to do so).

4. Staff will survey the hallway and quickly gather students into classrooms.

5. Staff lock classrooms, cover window in door, close blinds and curtains and turn off lights.

6. Students are to crouch or lie face down on the floor (or in a suitable lockdown position) and stay away from all windows and interior walls. Students are directed to be still and quiet. 

7. Staff will not leave students unattended (it is mandatory that teachers do not open classroom doors until the Principal, his/her designate or police have announced the end of the Lockdown).

8. While in Lockdown, should the fire alarm activate, teachers are to stay in classrooms with students.  Occupants are not to leave classrooms unless there is an actual fire and that there is a belief that there is imminent danger from fire or smoke (consider a window exit from the classroom).

9. If safe to do so, staff members will follow established attendance procedures. 

10. Staff use judgement regarding “Right to Survive” strategies.

11. When deemed safe, office staff will call the Office of the Superintendent.

12. The Principal, his/her designate or police will announce the end of the Lockdown.

13. If evacuation occurs, students will be dismissed in a safe and orderly manner with staff assistance in the predetermined manner that will account for all student whereabouts.

– Appendix A

        LOCKDOWN CHECKLISTS
EXTERIOR LOCKDOWN:  THREAT OUTSIDE THE BUILDING

If the Threat/Assailant is sighted near the building, or a report is received of a potential threat coming to the school, this situation is called and Exterior Threat:

1. Three potential sources for initiation of lockdown:

a. Staff member observes IMMEDIATE THREAT DEMANDING PROMPT INITIATION OF LOCKDOWN. Staff member announces from nearest PA system.

b. Staff member observes or has knowledge of non-immediate but impending threat. Staff member notifies the office and office makes decision based on information.

c. External information from police or division office. 

Announce three times:

“EXTERIOR LOCKDOWN; THREAT OUTSIDE THE BUILDING”

2. An office staff will call 911 if necessary.

3. All exterior doors will be locked (school administration and designates)

4. Police may attend the school and secure the perimeter.

5. Staff will gather and direct students from halls and washrooms to classroom spaces.

6. Staff will lock classrooms, cover window in door, close blinds and curtains and turn off lights.

7. Students are to crouch or lie face down on the floor (or in a suitable lockdown position) and stay away from all windows.

8. If safe to do so, teachers will post SCHOOL IN LOCKDOWN signs on exterior facing windows; principals or designate will post on exterior doors. 

9. If safe to do so, staff members will follow established attendance procedures.
10. Staff will not leave students unattended. Staff will not open classroom doors until the Principal, his/her designate or police have announced the end of the lockdown.

11. While in Lockdown, should the fire alarm activate, teachers are to stay in classrooms with students.  Occupants are not to leave classrooms unless there is an actual fire and that there is a belief that there is imminent danger from fire or smoke.

12. Staff use judgement regarding “Right to Survive” strategies.
13. When deemed safe, office staff will call the Office of the Superintendent.
14. The Principal, his/her designate or police will announce the end of the Lockdown.
15. If evacuation occurs, students will be dismissed in a safe and orderly manner with staff assistance in the predetermined manner that will account for all
C. CRITICAL INCIDENTS (cont.)

Off-Site Emergency
1. Upon notification of an off-site emergency, the Principal will notify the school safety team.
2. The School Safety Team will follow specified procedures as delineated in  Emergency Packages #1 Emergency Administration, #2 Emergency Communications, #3 Off-Site Liaison, #4 Traffic Control and Security (if applicable) and #5 Senior First Aider (if applicable).
3. The off-site emergency liaison to retrieve school disaster supplies box.
4. Contact:  
· School Division Safety Team 223-3547
· Director of Disaster Services for the municipality where emergency occurred (Call 1-800-272-9600)

· Local Municipal Director of Disaster Services _________
5. Initiate emergency communications plan for contacting parents/spouses etc.  Inform of facts and provide information with respect to the condition of their children/spouses – provide details of transportation, assembly and pick-up.
6. Initiate emergency traffic/security control procedures if required.
7. Ensure that a staff member is dispatched to the emergency site for liaison with emergency responders and school staff/students.
8. Maintain contact with School Division Safety Team for appropriate follow-up.
9. Determine whether crisis counselling services are required and to what extent.
10. Determine communications needs – media statement; telephone response fact sheet; parent notification.
11. Debrief School Team and plan follow-up.
12. Complete critical incident report (Appendix B).

CRITICAL INCIDENTS (cont.)

Emergency School Closure

Policy Code:  EBCD
Policy Title:  Emergency School Closure
Cross Reference:  Collective Agreements
Legal Reference:  School Act Sec. 57
Adoption Date:  November 27, 1996
Re-affirmation or Amendment Date:  January 15, 2004



POLICY

THE HORIZON SCHOOL DIVISION BOARD BELIEVES THAT SCHOOLS SHOULD REMAIN OPEN WHENEVER POSSIBLE; HOWEVER GIVEN EMERGENCY, DISASTER OR SEVERE WEATHER CONDITIONS WHERE THE HEALTH AND SAFETY OF STUDENTS MAY BE JEOPARDIZED, THE CLOSURE OF SCHOOLS SHALL BE AUTHORIZED UNDER THE FOLLOWING GUIDELINES AND REGULATIONS. 

 GUIDELINES 

At all times the health and safety of students shall be the primary consideration in all decisions or actions taken in times of emergency, disaster or severe weather conditions. 
Even though a school may remain open or a bus route operates, individual parents may decide not to send their children to school or on the bus if emergency, disaster or severe weather conditions necessitate that decision in their view. The parent shall contact the bus driver ahead of time if possible. 

REGULATIONS 

1.    Where emergency, disaster or severe weather conditions appear to be hazardous and a 
school bus driver, after consultation with the Transportation Contractor’s Fleet Manager, feels 
it is unsafe to operate in their specific area, individual bus routes may be canceled or altered. 
Parents will be advised through a telephone message from the individual bus driver, 
Transportation Contractor Fleet Manager, or through an established telephone fan out. 

2.    Should an emergency, disaster or severe weather conditions exist that appear to affect the 
health and safety of students at all schools in the Division, the Superintendent or designate 
may close all schools in the Division for the day. The Superintendent or designate shall, as 
soon as possible and preferably before 6:30 a.m., declare all schools closed for the day under 
such circumstances. Assigned Division Office staff will contact each school cluster’s 
Designated Principal and the Taber/ Barnwell Fan Out System Lead Principal of the decision 
to close all schools. 


The Designated Principals and the Taber/Barnwell Fan Out System Lead Principal will 
immediately upon receipt of this notice will contact the remainder of the principals in their 
cluster. 

Emergency School Closure (cont.)

Principals will ensure that there is an appropriate mechanism in place to communicate this 
decision to the staff, students and parents at each school as deemed necessary. 
3.    Should some other emergency or disaster (water line break, power outage, etc.) at a specific 
school become evident, the Principal shall make the determination on school closure for that 
day and will immediately contact the Superintendent or designate (who will immediately 
contact the Transportation Coordinator), the selected radio stations for public announcements 
and the staff, parents and students as deemed necessary.

4.    Once at school, students shall remain for the day unless an emergency, disaster or severe 
weather condition requires early closure of school. In such cases, students shall be sent to 
prearranged billets, directly picked up by parents, or other appropriate action taken to assure 
the absolute safety of the student. 

5.  On days when schools are closed under this policy, staff will follow whatever guidelines are in 
the appropriate collective agreement or staff handbook in regards to reporting to work. The 
Principals shall make every effort to ensure, however, that there is someone at the school to 
handle any situations that may arise. Division Office staff shall make every effort to ensure 
that there is someone at the Division Office to handle or assist with any situations that may 
arise. 

6.    Each school shall develop policy pertaining to emergencies, disasters and servere weather 
conditions at the school. Such policy will include a fan out telephone system for contacting 
staff, students and parents. 

PROCEDURES 

1.    Due to the wide-spread geographical area for the Division’s schools, and knowing that 
emergencies, disasters or severe weather conditions may be different in the various school 
locations, designated Principals will form collaborative clusters in making school closure 
decisions. Listed below are the clusters that have been established to which a designated 
Principal will be assigned:


Lomond School 

Vauxhall High, Vauxhall Elementary, Horizon MAP, Hays and Enchant Schools 

Chamberlain School/Arden T. Litt Centre for Learning

Warner School 

Milk River Elementary and Erle Rivers  Schools 

* Barnwell, W.R. Myers, D.A. Ferguson, Central, L.T. Westlake, Dr. Hamman Schools and 
ACE Place, Taber Mennonite School

Colony Schools, Horizon MAP 


* A fan-out system will be established for the Division’s schools in the Town of Taber and 
Barnwell, and a principal will be assigned as the Fan Out ‘Lead’ to notify school principals 
affected. 


A fan out system will be established for the Division Office and a staff member will be 
assigned as the Fan Out ‘Lead’ to notify Division Office staff of pertinent school closure 
information. 
Emergency School Closure (cont.)
2.    Where an emergency, disaster or severe weather conditions appear hazardous to the health 
and safety of students the following action may be taken: 


A.    CANCELLATION OF AN INDIVIDUAL BUS ROUTE 

When a school bus driver or the Transportation Contractor feels it is unsafe to operate, or when it is felt that it is necessary to alter a bus route due to an emergency, disaster severe weather or road conditions, it is the Transportation Contractor's responsibility to: 



(a)    inform the Principal for each of the schools affected.


(b)    attempt to contact all rural parents on the affected route with the help of an 


        established telephone fan-out system.


(c)    contact the Transportation Coordinator or Associate Superintendent of Horizon 

        School Division. 


B.    SCHOOL CLOSURE 

Where an emergency, disaster or severe weather conditions appear hazardous to the health and safety of students, the Designated Principal shall contact the others in the collaborative clusters to make the determination in regards to school closure and take the following action:

Severe Weather Conditions
When a possible school closure is due to severe weather conditions, the Designated Principal shall consult with one or more of the following: the Superintendent or designate, Transportation Coordinator, Transportation Contractor, local bus drivers, parents, and other appropriate individuals (see list of contacts in the Policy Addendum). 

The Transportation Coordinator and Transportation Contractor will be informed immediately when the school closure is decided.
Emergencies and Disasters

(a)  The school Principal shall notify the Superintendent or designate, Transportation 
  Contractor and Transportation Coordinator immediately.
(b)  The Designated Principal is responsible to ensure that the selected radio stations are 
   notified if a school is closed.
(c)   The Designated Principal or the Taber/Barnwell Fan Out ‘Lead’ shall notify the 
 
   principals in their appropriate cluster.

3.    Actions outlined in #1 and #2 above should be taken, if possible, between 6:30 a.m. and 7:00 
 a.m. 

4.    Any school closure or cancellation of bus routes will be announced on the following selected 
 radio stations:


THE HAWK 93.3 FM & sister station COUNTRY 95.5 FM

ROCK 106 FM & sister station THE RIVER 107.7 

CJOC 94.1 FM


CKVN 98.1 FM

Emergency School Closure (cont.)

The DESIGNATED PRINCIPAL OF EACH CLUSTER shall ensure that contact is made with 
the selected radio stations to make the official announcements of school closure and/or 
cancellation of bus routes. 


The Transportation Coordinator will notify, if necessary, the Principal’s at St. Mary's School, 
St. Patrick's School and Taber Christian School. 
5.    It shall be the responsibility of the Principal to appropriately notify all staff members in their 
school(s) as early as possible of school closure and/or cancellation of bus routes. 

6.    Should emergency, disaster or severe weather conditions take place during school hours, the 
Principal shall ensure the safety of the students and then follow the directives provided in the 
school’s Disaster Plan for Evacuation/Lock Down

EMERGENCY SCHOOL CLOSURE

2012-2013 CONTACT INFORMATION
HORIZON SCHOOL DIVISION CENTRAL OFFICE
PHONE:  (403) 223-3547   1-800-215-2398    FAX:  (403) 223-2999

DIVISION OFFICE
	
	OFFICE
	RESIDENCE
	CELL

	Tenille Miller – Transportation Coordinator
	   403-223-3547 – Ext  10026
	403-223-3311
	403-330-6876

	Cheryl Gilmore – Superintendent
	403-223-3547 - Ext 10029
	403-223-1139
	403-382-8401

	Superintendent Designates

 Dave Driscoll – Associate Superintendent

   of Programs & Services
 John Rakai – Associate Superintendent of

  Finance & Operations
	403-223-3547 – Ext 10031

403-223-3547 – Ext 10043
	403-328-3858

403-345-4706
	403-795-2713

403-330-7810

	HORIZON SCHOOL DIVISION
	403-223-3547
1-800-215-2398

403-223-2999 (Fax)


SCHOOL BUS CONTRACTOR (First Student Canada)
	
	
	Residence
	Cell/Mobile

	Cheryl Shimbashi – Taber Manager
	403-223-5670
	403-223-2797
	403-634-9298

	Katie  O’Brien – Operations Supervisor
	403-223-5670
	403-223-4925
	403-393-5023

	FIRST STUDENT CANADA LTD.
	403-223-5670

        403-223-5674 (Fax)


ENTRIES IN BOLD RED INDICATE THE INDIVIDUAL’S PREFERRED CONTACT NUMBER
CONTACTS have been established to assess roads in some of the areas as listed below:

In the event of adverse weather, the above individuals will go out to check the roads by 5:30 a.m. and will advise the Cardinal’s Fleet Manager by 6:00 a.m., on the advisability of operating buses.  The Fleet Manager will contact the Transportation Coordinator by 6:10 a.m. to relay the information. The Transportation Coordinator will contact School Cluster Contacts by 6:30 a.m.
RADIO STATIONS
	RADIO STATION
	NEWSROOM PHONE#
	NEWSROOM FAX#
	ANNOUNCER
	NEWSROOM EMAIL

	THE RIVER 107.7 FM
	403-380-1540
	403-380-1539
	403-320-0107

(Live at 5:30 a.m.)
	cathy.martin@lethbrigeradio.rogers.com

	ROCK

106 FM
	403-380-1545
	403-380-1539
	403-327-7999

(Live at 5:30 a.m.)
	kent.rosentreter@lethbridgeradio.rogers.com

	COUNTRY

95.5 FM
	403-329-6397
	403-320-2432
	403-327-0955

(Live at 5:30 a.m.)
	news@country95.fm

	B 93 FM
	403-329-6397
	403-320-2432
	403-327-9300

(Live at 5:30 a.m.)
	

	CKVN 98.1
FM
	403-327-0981
	403-328-0095
	403-327-0981
(Live at 6:00 a.m.)
	ckvnnews@goldenwestradio.com
cc:  mleblanc@goldenwestradio.com

	CJOC 94.1 

FM
	403-388-4659
	403-388-4648
	403-388-4646

1-866-941-2562

(Live at 6:00am_
	cjocnews@clearskyradio.com


RADIO STATIONS AND HORIZON WEBSITE UPDATES:  Wilco Tymensen (403-360-7008)
CRITICAL INCIDENTS (cont.)
Emergency Reception Procedures

Note:    The school may be used as a reception center because of an emergency or disaster, to receive those displaced or evacuated from their municipality or students and staff from another school.

1. When notified that the school is to be used as a reception center, the Principal will convene the School Safety Team.
2. The School Safety Team will follow specified procedures as delineated in  Emergency Packages #1 Emergency Administration, #2 Emergency Communications, #3 Reception Marshal, #4 Traffic Control and Security (if applicable), #5 Senior First Aider (if applicable), and #6 Emergency Food Services (if applicable).

3. The Principal will ensure that a school liaison person is available to the Municipal Disaster Social Services team during initial set-up and for the duration of the time the school is used as a reception center.

4. Initiate:

(a) emergency communications procedures

(b) traffic control and security procedures

(c) reception Marshall procedures

5.     Assign a staff member to coordinate food services for the evacuees.

6.     Notify the Superintendent of Schools and maintain contact for public information purposes.

7.     Inform the Superintendent when evacuees have left the school.

C. CRITICAL INCIDENTS (cont.)

Specific Critical Incidents
Procedures for the following list of Critical Incidents are located in Section Five of the Horizon School Division Safety Plan as follows:

	SECTION 5 OF DIVISION HANDBOOK FOR THE PREVENTION AND MANAGEMENT OF CRITICAL INCIDENTS
	  73

	1.    Abduction …………………………………………………………………..….
	73

	2.    Assault on School Premises ………………………………………...........
	74

	3.    Bomb Threat…………………………………………………………………..
	   75

	4.    Disturbances at School Events ……………………………………….......
	76

	5.    Gang or Cult Activity………………………………………………………….
	77

	6.    Gang Violence………………………………………………………………
	78

	7.    Hostage Taking ……………………………………………………………..
	79

	8.    Intruders at School ………………………………………………………….
	80

	9.    Protest Activity ………………………………………………………...........
	81

	10.  Armed Intruders/Shooting in School………………………………………
	82

	11.  Shooting (Out of Building) …………………………………………............
	84

	12.  Suicide Attempt……………………………………….................................
	85

	13.  Suicide Threat ……………………………………………………………….
	   86

	14.  Threats ………………………………………………………………………
	87

	15.  Student Violent Behavior ………….……………………………………….
	89

	16.  Death at School ……………………………………………………………..
	90

	17.  Death Off Campus …………………………………………………………..
	91

	18.  Death of a Significant Family Member ……………………………............
	92

	19.  Multiple Suicides ……………………………………………………………..
	93

	20.  Blizzards or Ice ……………………………………………………………….
	94

	21.  Serious Communicable Diseases ………………………………….………
	95

	22.  Electricity Failure …………………………………………………………….
	96

	23.  Environmental Hazard – Toxic Spill ………………………………………..
	97

	24.  Gas Leak………………………………………………………………………
	98

	25.  Mass Illness ………………………………………………………………….
	99

	26.  Severe Injury at School ……………………………………………………..
	100

	27.  Severe Injury – Not on School Premises ………………………………….
	101

	28.  Severe Winds and Tornadoes ……………………………………………
	102

	29.  School Bus Accident ………………………………...................................
	103

	30. Water System Failure ………………………………………………….........
31. Water System Contamination …………………………………...………….
	101104


D.
SCHOOL PANDEMIC RESPONSE PLAN 

The complete Division Pandemic Response Plan to accompany this section of the School Safety Plan can be found in Section 5 of the School Division Safety Plan. 

The Division Pandemic Response Plan provides background information, describes plan activation, jurisdiction-level response actions, identifies essential services and delineates guidelines. 

The plan recognizes that schools within Horizon School Division have unique contexts and preparation for management and learning at the school is best addressed at the school level. The following components of the School Safety Plan provides opportunity for school staff to work together to prepare for school management and instruction in the event of a Pandemic. 

Administrative Succession Plan

	Role
	Succession

	Principal (Name)
	

	Vice-Principal/ Assistant Principal (Name)/Acting Principal
	

	
	

	
	

	School Tech Guide
	

	
	

	Classroom Support Teacher
	

	
	

	School Secretary
	

	
	

	
	

	
	

	
	


Communication

1. School Staff

· In the event of a Pandemic, information that is sent by Division Office to the school site will be distributed to staff using the following strategies:

(Note: All Division Office communication will be posted on the Horizon School Division home page)


· In the event of a Pandemic, information that is specific to the school site (inter-school communication), will occur using the following strategies (eg. if the Health Authority call for school closure at a specific site or the principal delegates responsibilities as staff/student configurations change).

2. Parents/Students

· In the event of a Pandemic, information that is sent by Division Office pertaining to parents will be distributed using the following strategies:

(Note: All Division Office communication will be posted on the Horizon School Division home page)

· In the event of a Pandemic, information that is specific to the school site (school specific-parent communication), will occur using the following strategies:
Minimizing Illness

1. Action Checklist

	· 
	Communication and Training 

	
	Review Minimizing Illness Among Staff (p. 115 of the School Division Handbook for the Prevention and Management of Critical Incidents – Section 6, Part C  – Pandemic Planning) with staff.

	
	Review Minimizing Illness Among Students and Staff (p. 116 of the School Division Handbook for the Prevention and Management of Critical Incidents – Section 6, Part C – Pandemic Planning) with staff.

	
	Distribute (hard copy/ electronic or reference School Division website) Influenza Self-Care: It’s In Your Hands

	
	Review Fitness for Duty Guidelines in the Event of a Pandemic with staff 
(p. 117 of the School Division Handbook for the Prevention and Management of Critical Incidents – Section 6, Part C – Pandemic Planning) with staff.

	
	Review Restrictions (p. 119 of the School Division Handbook for the Prevention and Management of Critical Incidents – Section D – Plan Activation) with staff.


2. Isolation Room Location

Review Horizon School Division Handbook for the Prevention and Management of Critical Incidents – Section 3 – School Pandemic Response Plan (p. 47)

Identify: 
Room to be used for isolation



Process for identifying room attendant(s) 


Operations

1. Operational Considerations and Rating Scales

As is delineated in the Division Pandemic Response Plan, staff and student populations can be significantly impacted during a Pandemic. The Division Plan has established categories for prioritizing services. 

Services offered by the Division were considered and rated as critical, vital, necessary and desired.  Once critical and vital services are established, necessary services will be established and then desired services as resources become available.  These will be exercised in the context of the pandemic phases.

Critical:  Services that must be provided immediately without which result in loss of life or injury, infrastructure destruction and loss of confidence in government.  These services normally require resumption within 24 hours, but for the purposes of pandemic planning they are the core services of the School Division.

Vital:  Services that must be provided within 72 hours without which would likely result in loss of life or injury, infrastructure destruction, loss of confidence in government and disproportionate recovery costs.  For the purposes of pandemic planning, these are vital and necessary services that would normally need to be performed or completed within a two to four week business cycle to avoid significant damage or loss. These are services that may be performed on a rotating schedule.

Necessary: Services that must be resumed within two weeks or could result in considerable loss, further destruction, or disproportionate recovery costs.  For purposes of pandemic planning these are services that staff will be allocated to on a “last” or “need to do” priority.

Desired:  Services that could be delayed for two weeks or longer, but are required in order to return to normal operating conditions, or alleviate further disruption.  For pandemic planning purposes, these are services that will be deemed as non-essential until such time as either staff levels are back to normal and/or priority necessitates.

Factors that may be considered in prioritizing services may include, but are not limited to:

· Immediate external and internal obligations;

· Dependencies on other departments, service providers or agencies;

· Other agencies dependent on your services;

· Contractual obligations and liabilities;

· Regulatory requirements;

· First response obligations;

· Access to essential information;

· Minimum manpower required to provide services.

2. Review and discuss Identification of Essential Services Department School Administration.  Add notes as needed.

Department:  School Administration

	Service
	Function
	How is Service

Provided
	Critical
	Vital
	Necessary
	Desired
	Notes

	Instructional Leadership
	Programs of Study


	* Ensure access to current Programs of Study for every teacher in every subject is being administered to K-12 students through routine inspection and observation of teachers by principal or designate.
	
	
	
	X
	* ADLC

*2Learn TLC

*Tools 4 Teachers

*LearnAlberta.ca

	
	
	* Implement programs which will enable students to meet graduation  requirements.
	
	
	
	X
	

	
	
	* Deliver programming to children who are eligible for Alberta Education funding for Early Childhood Special Education (ECS) and PUF.
	
	
	
	X
	

	
	
	* Support the education of all learners with appropriate instruction by teachers.
	
	
	
	X
	

	
	AISI


	* Provide opportunities for teachers to coordinate and implement AISI initiatives in collaboration with school administration and the Jurisdiction Curriculum and Instruction Coordinator.
	
	
	
	X
	

	
	Special Education


	* Provide Special Education Programs based on Individualized Programs Plans (IPP) to students with special education needs, including those who are gifted and talented by teachers, specialists or outside agencies.
	
	
	
	X
	

	
	Staff Professional Development
	* Make necessary resources available or provide access to promote staff development.
	
	
	
	X
	

	Evaluation of Students and Programs
	Evaluation of P.A.T. and D.I.P. results
	* Collaborate with teachers to evaluate students and programs to identify areas of strength and those needing improvement.
	
	
	
	X
	

	
	Reporting of Student Achievement
	* Communicate student progress to parents regarding achievement and grade level of achievement by teachers.
	
	
	
	X
	


Department:  School Administration (Cont.)
	Service
	Function
	How is Service

Provided
	Critical
	Vital
	Necessary
	Desired
	Notes

	Standards of Education
	Provincial achievement tests, diploma exams
	* Teachers and Administration will distribute, test and collect Provincial Achievement Tests and Diploma exams for grades 3, 6, 9 and 12.
	
	
	
	X
	* Alberta Ed will make decisions regarding PAT.’s and DIP’s 

	Management of the School
	School Plans including:

* Three Year Plan/ AERR

* Safety Plan

* Budget
	* Identify key goals, strategies, performance measures, results and time lines for school based plans.


	
	X


	
	X

X
	Critical that the School Safety Plan is completed pre-Pandemic

	
	Implement School Plans:

* Tech Plan 

* Safety Plan 
	* Implement plans and monitor their effectiveness.  Modify plans as necessary.


	X
	X
	
	
	* as related to pandemic

	
	* Program Organization and Delivery
	* Provide access to minimum hours of instruction for students. 
	
	
	
	X
	

	
	
	* Configure teaching assignments, room allocation, student timetables and support staff responsibilities.
	X
	
	
	
	- as related to pandemic

	Technology
	* ICT outcomes
	* Supervise and evaluate the incorporation of ICT outcomes by teachers as directed by Alberta Education
	
	
	
	X
	

	
	
	* Maintain and ensure the operation of the internal computer network by LAN Tech and  Division designates.
	X
	
	
	
	- as related to pandemic

	
	
	* Foster and promote the integration of technology by teachers in all subject areas.
	
	
	
	X
	

	
	* School web-site
	* Ensure web-site is functional and updated to adequately reflect information related to the school.
	X
	
	
	
	


Department:  School Administration (Cont.)

	Service
	Function
	How is Service

Provided
	Critical
	Vital
	Necessary
	Desired
	Notes

	Safe and Caring Environment
	* Supervision of students
	* Provide students with a safe and caring environment that fosters and maintains respectful and responsible behaviours.
	X
	
	
	
	

	
	* Safety of Staff
	* Provide staff with proper education and safety procedures to ensure a safe and healthy workplace with adherence to Occupational Health and Safety Standards.
	X
	
	
	
	

	
	* Routine inspections of safety equipment, facility, grounds
	* Provide training to safety team within school in coordination with  the Jurisdiction Safety Manager to carry out annual inspections.
	
	
	
	X
	

	
	Communicate implement and update Safety Plan
	* Practice and review safety procedures including fire drills, lockdowns and severe weather.
	X
	
	
	
	Practice safety procedures as they pertain to Pandemic Plan

	Communication
	Communication with staff


	* Meet with staff to educate and inform of necessary information.
	X
	
	
	
	

	
	Communication between school and home
	* Update school community with necessary information in all aspects to maintain quality education and a safe and caring environment.


	X
	
	
	
	

	
	Communication with School Councils
	* Communicate to get feedback with School Councils. 
	X
	
	
	
	

	
	Communication with  School Jurisdiction Central Office staff
	* Establish ongoing communication with the Superintendent and other Jurisdiction Office personnel regarding all information required to successfully carry out quality education and a safe and caring environment within the school.
	X
	
	
	
	


Department:  School Administration (Cont.)
	Service
	Function
	How is Service

Provided
	Critical
	Vital
	Necessary
	Desired
	Notes

	Teacher/Staff Supervision and Evaluation
	* Evaluate the teachers and support staff employed in the school
	* Provide feedback to teachers using the Teacher Effectiveness Framework to promote quality education.
	
	
	
	X
	

	
	* Teacher Quality Standards
	* Ensure all teachers are meeting the Teacher Quality Standards and implement Supervision Cycle for those teachers not meeting these standards.
	
	
	
	X
	

	Adherence to Collective Agreement
	*Collective Agreement; School Act
	Carry out those duties that are assigned to the principal/designate by the Board in accordance with the regulations and the requirements of the School Act and the Board.
	X
	
	
	
	- as per Pandemic Plan


3. Review and Discuss School Operation Guidelines

External Recommendation for School Closure:

There are a number of complex factors that are considered by various health service authorities when determining recommendations for public response to a health matter such as a pandemic and school closure. Horizon School Division will be guided by recommendations given by Alberta Health Services for any health-related matter, including a pandemic. 
Internal Decision for School Closure:

It is understood that schools are an integral part of all communities, and decisions that are made regarding school closure have a domino effect on the mobilization of the adult community in response to delivery of services during an emergent situation such as a pandemic. 

With respect to Horizon School Division determining the need for such an extreme measure as school closure outside of a recommendation by Alberta Health Services, there needs to be a balanced approach that considers both staff/student ratios and reasoned judgment. “Reasoned judgment” needs to be used in addition to guidelines because school environments and staff/student configurations are very contextual. Every school in Horizon School Division is unique and staff/student ratios that are reasonable with respect to maintaining a safe and caring environment may vary. The Superintendent (or designate) will work with each principal (or designate) to monitor staff/student ratios, effect on safety and management of students, delivery of instruction, and whether or not there is a need to close the school. The following guidelines will be used to evaluate specific circumstances in a school. Reasoned judgment may call for school closure recommendations at different levels, but the guidelines provide a basis for pre-planning.

Guideline for safe staff/student ratios per classroom (for Phase 6) 

	
	Staff/Students Ratio

	K-5/6
	30-40

	6-8
	35-45

	K-9
	30-45

	9-12
	40-50 

	K-12
	35-40

	
	



4. Instructional Delivery Response Plan

Strategies that are most appropriate for organizing and delivering instruction under changing staff/student ratio configurations will vary from school to school. As such, each school staff, under the direction of the principal, is responsible for developing an instructional delivery response plan. The goal of the instructional delivery response plan is to determine the most appropriate form of educational program delivery at different student/staff ratios and configurations. Schools, especially those with diploma level high school courses, will need to be creative in planning for potential sustained absence of teachers and students, and consider alternate delivery methods and materials that may be used (eg. distance learning materials, pre-developed independent units of study, Tools for Teachers resources, etc.). 


Instructional Delivery Response Plan (cont.)


Instructional Delivery Response Plan (con’t)

Instructional Delivery Response Plan (cont.)

Categories of Need: Students at Risk

Medical Conditions

· Respiratory needs

· Feeding needs

· Other

Special Needs

· Students who require personal care and/or direct supervision of an adult in small group or one-on-one context

Plan

· Students identified as “at risk” need to be identified in advance

· Specific plans for crisis response outlined in school plans

· Individuals working with these students need to be made aware of plans in advance

· More than one employee (special needs assistant) should be familiar with the student, care and supervision needs

· Alternate arrangements made with parents to accommodate needs

· Specialized communication plan with parents to respond to and compensate for needs when direct support becomes unavailable

· Students receiving only academic assistance may no longer receive this assistance if staff are needed to care for students at risk

· Employees hired for academic assistance (eg. classroom support assistant) may be reallocated to higher needs situations

· Peripheral programs requiring transportation to/from other sites may be discontinued

· Administration or designate will consider and assign duties on a case-by-case basis

· Employees working with medically fragile students may need to take special precautions to protects themselves regarding hygienic measures
4.1  Identify students at risk in the school 

	Student
	Staff 
	Alternate Staff
	Alternate Staff

	Plan attached or described below.



	Student
	Staff 
	Alternate Staff
	Alternate Staff

	Plan attached or described below.



	Student
	Staff 
	Alternate Staff
	Alternate Staff

	Plan attached or described below.



	Student
	Staff 
	Alternate Staff
	Alternate Staff

	Plan attached or described below.



	Student
	Staff 
	Alternate Staff
	Alternate Staff

	Plan attached or described below.



	Student
	Staff 
	Alternate Staff
	Alternate Staff

	Plan attached or described below.




Personnel

1. Action Checklist

	· 
	Review and Distribution to Staff

	
	Distribute Personal Pandemic Planning Guide to staff for their personal use (pages 141 - 147 in the School Division Handbook for the Prevention and Management of Critical Incidents)

	
	Review Support to Employees and Employees’ Families with staff (pages 133-134 – Section E) in the School Division Handbook for the Prevention and Management of Critical Incidents)


Other
Further notes or considerations that are site specific:

E.
COMMUNICATION PLAN
Internal Communication Plan

1.
Emergency Communications Equipment

	Equipment
	Location
	Date Battery Checked

	Cell phone
	
	

	Radio
	
	

	2-Way Radio
	
	

	Megaphone
	
	

	
	
	

	
	
	


2.
Alternative system of communication if P.A. is not available:


School Communications Network
Insert School Fan-Out System

E.  COMMUNICATION PLAN (cont.)

Incident Communication Plan

Following an incident, the following should be established as part of the communication plan:
1.   Target Audiences (e.g. staff, students, parents, community):

[image: image1]
2.   What is Communicated

[image: image2]


3.   Methods of communication:

Incident Communication Plan (cont.)

4.  Visitations to victims (families):


5.  Thank-you to responders:


6.  Media and Public Relations
Note:  Responding to the media and public concerns are important components of managing a critical incident.  While co-operation is necessary, the emphasis should be on appropriate management so as to lessen the disruption to staff, students and responders.  Assistance with public relations and the media is available from the school division and Alberta Public Affairs at 310-0000 Education Communications Department.

6.1
The school will endeavor to establish a relationship with local media by inviting them to cover positive stories about the school throughout the year.

6.2 The Principal will be the spokesperson for the school during a critical incident. All formal communications with the media will be through the designated spokesperson to avoid confusion and ensure consistency of information.

6.3 Interviews with students or staff will not be permitted on the school premises during an incident.  Staff, students and volunteers will be made aware that they do not have to speak to the media.  Filming inside the building will be restricted as determined by the Principal.

6.4 Upon notification of a critical incident:

(a) all members of the School Team will be alerted and internal communications open;  

(b) Superintendent will be alerted;

(c) coordination where possible with emergency responders;

(d) obtain all factual information available about the incident;

(e) prepare a preliminary fact sheet for responding to telephone inquiries;

(f) take media calls – be positive and cooperative – provide factual data only; be aware of FOIP issues;

(g) coordinate with emergency responders and the superintendent to establish a time and place for a formal press conference:

· identify site (appropriate facility) and time; invite all local media;

· provide refreshments if appropriate;

· prepare and provide a news release (see # 2)

· respond in a professional manner

(h) Do not:

-refuse comment (rather indicate that the information is not available at  

  this time or refer to Division spokesperson);


-make comments that imply blame or fault.


(i)
Do:

-provide assurances that the safety and well-being of staff and students is 
  the prime concern;

-indicate the supports being provided to the school and the steps being 
  taken to stabilize the situation and to return things to normal;


-request the media’s help if needed.

Incident Communication Plan (cont.)
7.     Aftermath and Recovery
See Horizon School Division Handbook for the Prevention and Management of Critical Incidents for guidance in the development of plans for:

· Critical Incident Recovery (p. 38)

· School Recovery Plan (p. 39)

· Debriefing and Counselling (p. 39)

· Anniversaries and Other Recurring Events (p. 40)
· Recovering Timeline (p. 41)

APPENDIX A

EMERGENCY PACKAGES

Checklists and Forms

Kit #1

Emergency Administration (Principal)
For:

School Evacuation

Reception of Evacuees

Off-site Emergency

Note: 
Add Emergency Identification Apparel to the Kit

Add Map of School Floor Plan to the Kit


Add School Site Plan to the Kit

Emergency Administration 





Check Sheet #1                                                                                  

School Evacuation

Principal or Designate

PURPOSE

1. To provide direction for the evacuation of students and staff.

2. To provide direction for relocation to a safe external holding area.

3. To assign available staff to key responsibilities.

IMPLEMENTATION

Communication equipment should be distributed to those emergency functions who will need to maintain communication with Emergency Administration.

1. Wear the Emergency Administration Identification Apparel to identify you as the person-in-charge.

2. Assign a staff member to initiate emergency communication procedures as listed in Check Sheet #2.

3. Assign a staff member to initiate evacuation procedures as listed in Check Sheet#3.

4. Assign a staff member to meet and direct external emergency response personnel to the person-in-charge.

5. Ensure that a messenger(s) is assigned to you.  Assign personnel to maintain the:

(a) Log of Events, and

(b) Record of Assignments

6. Assign a staff member to coordinate first aid care as listed in Check Sheet #12.

7. Assign a staff member to coordinate traffic control and security as listed in Check Sheet #4.  Ensure additional staff are assigned to support this function.

8. Assign a staff member to collect the attendance records, health records and (essential administrative) records, and to proceed to the Collection Area located at (location).

9. Be prepared to meet with the Emergency Site Management personnel to assist in the coordination of the overall management of the incident.

10. Ensure that the names of all evacuated students have been recorded on the Student Count Sheet.

11. Ensure that the names of all evacuated staff have been recorded on the Staff Count Sheet.

12. Ensure that the names of all students or staff who have been transported by ambulance or private vehicle to a hospital, and the name of the hospital to which they have been taken, is recorded on the Transported to Hospital Record.

13. Ensure that the physical plant has been shut down.

14. Notify the Superintendent when all students and staff have left the school premises.

Emergency Administration                                             

 Check Sheet #5

Reception of Evacuees

Principal or Designate

PURPOSE

1. To coordinate school responsibilities for the reception of evacuees from an emergency or disaster event.

2. To assign available staff to key responsibilities.

IMPLEMENTATION

Partial implementation only, e.g. tasks 1, 2, & 6, is required if the school is being used as a Reception Center by the municipality.

Communication equipment should be distributed to those emergency functions who will need to maintain communication with Emergency Administration.

1. Wear the Emergency Administration Identification Apparel to identify you as the person-in-charge.

2. Assign a staff member to initiate communication procedures as listed in Check Sheet #2.  Outside School hours, phone (name of position) at _______________________________.

3. Assign a staff member to initiate reception marshal procedures as listed in Check Sheet #7.

4. Ensure that # Messenger(s) are assigned to you.  Assign personnel to maintain the:

(a) Log of Events

(b) Record of Assignments

5. Assign a staff member to coordinate traffic control and security procedures as list in Check Sheet #4.  Ensure # additional staff are assigned to assist this function.

6. Establish and maintain communication with the person-in-charge of the evacuee group.

7. Assign a staff member to coordinate food services for the evacuees, if necessary.

8. Be prepared to provide information to the Horizon School Division No. 67 School Board Emergency Public Information Manager.

9. Notify the Superintendent of number of evacuees received.

10. Notify the Superintendent when the evacuees have left the school premises.

Emergency Administration                                                

Check Sheet #9

Off-Site Emergency

Principal or Designate

PURPOSE

1. To coordinate communication with, and to assist, the emergency response agencies.

2. To assist with reuniting students and staff with their families.

3. To assign valuable staff to key responsibilities.

IMPLEMENTATION

* Communication equipment should be distributed to those emergency functions who will need to maintain communication with Emergency Administration.

1. Wear the Emergency Administration Identification Apparel to identify you as the person-in-charge.

2. Contact the Director of Disaster Services (or alternate) of the municipality where the emergency has occurred.  (Name and telephone number available from Alberta Government 24 – Hour # at 1-800-272-9600).

If there are casualties, obtain address and telephone number of the Casualty Information Centre.

3. Assign a staff member to initiate emergency communication procedures as listed in Check Sheet #2.

4. Assign a staff member to initiate site liaison procedures as listed in Check sheet #11.  Provide him/her with information obtained from the Director of Disaster Services of the municipality where the emergency has occurred.

5. Ensure that ( # ) Messengers have been assigned to you.  Assign personnel to maintain the:

(a) Log of Events

(b) Record of Assignments

6. Assign a staff member to coordinate traffic control and security as listed in Check Sheet #4. 

Ensure ( # ) additional staff are assigned to support this function.

7. Ensure that you have the listing of students and staff who were on the field trip.

8. Be prepared to attend at the municipal Emergency Operations Centre to assist in the coordination of the overall management of the incident.

9. Assign extra staff to the School Switchboard.  Advise that the location and telephone number of the Casualty Information Centre is: - (name of building, address and telephone #).

10. Maintain contact with the Superintendent.  Be prepared to provide information for news releases.
 RECORD OF ASSIGNMENTS

	Function
	Assigned To
	Location

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


LOG OF EVENTS

	Date/Time
	Message
	Action
	Initial

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender
	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender

	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender
	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender


Kit #2

Emergency Communications (Secretary)

For:

School Evacuation

Reception of Evacuees

Off-site Emergency

Emergency Communications                               
 

Check Sheet #2

School Evacuation

School Secretary

PURPOSE

1. To alert staff.

2. To alert external agencies.

3. To alert parents and guardians.

IMPLEMENTATION

1. Ensure that you have the Emergency Communications Supplies (Appendix B Disaster Supplies).

2. Request all parents/volunteers to report to Emergency Administration in (name of room).  Use the public address system.  If not functional, use (equipment).

	
	Phone
	Notified

	3. Alert the Horizon School Division office by notifying the Secretary-Treasurer at

4. Confirm/advise location of external holding area

D. Request activation of Emergency Public Information
	       223-3547


	  Yes/No

  Yes/No

  Yes/No

	5. Alert the Director of Disaster Services

          Alternate number is

          OR Deputy Director of Disaster Services
	
	  Yes/No

  Yes/No

  Yes/No

	5.  Alert the (name of the external holding area)
	
	  Yes/No




6.  When all these agencies have been notified, give this checklist to the person-in-charge at Emergency Administration.

Emergency Communications                                                                    Check Sheet #6

Reception of Evacuees
School Secretary

PURPOSE

1. To alert school staff.

2. To alert external agencies.

IMPLEMENTATION

1. Ensure that you have the Emergency Communications Supplies. (Appendix B – Disaster Supplies ).

2.  During School Hours
(a) Use the public address system and announce:

E. The reception of Evacuees Plan has been activated.

F. The following staff (Safety/Security, Custodian, Food Services) should report to the office.

G. Staff using (Rooms #, #, #) are to relocate to (Rooms #, #, #).  All other staff are to continue with their regular classes.

	
	Phone
	Notified

	(b) Alert the Horizon School Division No. 67 Board 

By notifying Superintendent               


	223-3547


	Yes/No

	H. Request activation of Emergency Public 

Information


	
	Yes/No

	3.  Outside School Hours
(a) Alert the Custodian

(b) Alert the Safety/Security Officer

(c) Alert the Food Services Coordinator

(d) Alert the Horizon School Division No.67 Board

By notifying Superintendent 
	____________

____________

____________

       382-8401


	Yes/No

Yes/No

Yes/No

Yes/No



	4. Alert the Director of Disaster Services


	____________
	Yes/No


5. When all of these agencies have been notified, give this check sheet to the person-in-charge at Emergency Administration.

Emergency Communications                                                                  Check Sheet #10

Off-Site Emergency
School Secretary

PURPOSE

1. To alert staff.

2.  To alert external agencies.

3. To alert parents and guardians.

IMPLEMENTATION

1. Ensure that you have the Emergency Communications Supplies (Appendix B - Disaster Supplies).

         Phone                       Notified

	2. Alert the Horizon School Division No. 67 School Board by:

- notifying Superintendent

- request activation of Emergency Public Information


	     223-3547


	Yes/No

Yes/No

	3. Alert the Director of Disaster Services

Alternate numbers are: ______________________

     __________________________________________


	______________
	Yes/No


4. When all these agencies have been notified, give this check sheet to the person-in-charge at Emergency Administration.

	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender
	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender

	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender
	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender


Kit #3

Marshall or Off-Site Liaison 

(Vice-Principal or Designate)

For:

School Evacuation

Reception of Evacuees

Off-site Emergency

Note: 
Add Emergency Identification Apparel to the Kit


Add Map of School Floor Plan to the Kit


Add School Site Plan to the Kit


Add Reception Staff Identification to the Kit

Evacuation Marshall        



      

Check Sheet #3

School Evacuation

Vice-Principal or Designate

PURPOSE

1. To ensure that all students and staff are accounted for.

2. To coordinate transportation of students and staff to external holding area.

IMPLEMENTATION

1. Ensure that you have the Evacuation Marshal Supplies (Appendix)
2. Wear the Evacuation Marshal Identification Apparel.

3. Notify home  room teachers and heads of other departments when they are to commence external evacuation of the students and staff:

I. confirm the location of the external Collection Area is (building and address) (if necessary, select an alternate in consultation with Emergency Administration).

J. Advise staff if there are any exceptions to the practiced evacuation drill procedures.

K. Use the public address system.  If not functional, alternate is (equipment).

4. Establish radio communications with Emergency Administration and with the Emergency Transportation Manager at the Horizon School Division No. 67 office.

5. Establish a staging area for vehicles.  Additional personnel to assist with traffic control should be requested from Emergency Administration.

6. Collect Student Count Sheet and Staff Count Sheet from each home room teacher and department head, and check against the student and staff attendance record.

7. Inform emergency response personnel of missing students or staff.

8. Complete a Vehicle Record Form for each vehicle dispatched with students and staff.

9. Ensure the driver of each vehicle knows the address, telephone number, and the route to the (external holding area) to which the students and staff are to be transported.

10. Notify Emergency Administration if there are any students or staff not accounted for.

11. Report to Emergency Administration when all students and staff have been transported.

Reception Marshall                                                                      
Check Sheet #7

Reception of Evacuees
PURPOSE

1.  To receive the evacuees and direct them to assigned rooms and facilities.

IMPLEMENTATION

1. Ensure you have the Reception Marshall supplies. (Appendix B – Disaster Supplies).

2. Wear the Reception Marshall Identification Apparel.

3. Ensure you have radio communication with Emergency Administration.

4. Ensure you have # staff assigned to you.

5. Station reception staff at the following locations:

________________________________

_________________________________

_________________________________

6. Emphasize that:

(a) Evacuees will be using (Rooms #, #, #)

(b) Evacuees will enter the school via (     name     ) entrance.

7. Ensure that the rooms and other facilities assigned to the evacuees have been vacated.

8.  Advise Emergency Administration when all evacuees have been received.
Emergency Site Liaison                                                                           Check Sheet #11

Off-Site Emergency
Vice-Principal or Designate

PURPOSE

1.  To liaise with the emergency response agencies at the emergency site.

IMPLEMENTATION

1. Ensure that you have the Emergency Site Liaison Supplies. (Appendix B – Disaster Supplies).

2. Wear the Emergency Site Liaison Identification Apparel as appropriate.

3. Ensure you have a means of communication with the School Emergency Administration and the Emergency Transportation Manager at the Horizon School Division No. 67.

4. Proceed, where possible, to the municipality where the emergency has occurred.

5. Establish contact with the Director of Disaster Services for the municipality.  (Name and number available from the Alberta Government 24 Hour # at 1-800-272-9600).

6. Using the School Field Trip manifest, determine if all students and staff have been accounted for.  (Advise the municipal Director of Disaster Service if there are students and/or staff unaccounted for).
7. Provide information on the location and status of students and staff to Emergency Administration.

8. Remain in the municipality until directed otherwise by Emergency Administration.

STUDENT COUNT FORM

Collect student count form from each home room teacher. Check against attendance record
	#
	Name
	Grade/Home Room
	Transported To

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


STAFF COUNT FORM

Check staff count against school staff list
	#
	Name
	Transported to

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender
	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender

	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender
	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender


VEHICLE RECORD

Driver’s Name _________________________________________________________
Vehicle License # ______________________ Vehicle Make ______________________
Date/Time Left Site _____________________________________________________
Dispatched To __________________________________________________________
________________________________________________________________________

	Number
	Name (print)
	Grade/Home Room

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Kit #4

Traffic Control and Security

For: All Emergencies

Note: 
Add Control & Security Identification Apparel to the Kit


Add Map of School Floor Plan to the Kit


Add School Site Plan to the Kit with Identified Parking Areas

Traffic Control and Security                                                                   Check Sheet #4

Off-Site Emergency

Traffic/Security Supervisor

PURPOSE

1. To prevent unauthorized persons from entering school premises.

2. To maintain an orderly flow of vehicles entering the school grounds.

IMPLEMENTATION

1. Ensure you have the Traffic Control and Security supplies.  (Appendix B – Disaster Supplies)
2. Wear the Traffic Control and Security Identification Apparel.

3. Station yourself at the (location) and prepare to assign Traffic Controllers/Guards at the following locations:
_____________________________
_______________________________
_____________________________
_______________________________
4. Give the Traffic Controllers/Guards their duty sheets and supplies, and record their postings on the facility map.

5.  Emphasize that:

(a) Parking for staff is __________________________________________________________

(b) Parent and guardian parking is _________________________________________________

(c) Traffic flow is ______________________________________________________________

(d) If any person attempts to enter the school property and does not have the appropriate identification, notify the person-in-charge at Emergency Administration.

6.  If additional assistance or police resources are required, notify the person-in-charge at 

     Emergency Administration.

7.  Maintain traffic control and security measures until advised by Emergency Administration.
	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender
	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender

	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender
	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender


Kit #5

Senior First Aider

For: All Emergencies

Note: 
Add First Aid Identification Apparel to the Kit


Add Map of School Floor Plan to the Kit


Add School Site Plan to the Kit 


Location of First Aid Kit(s)

Material Safety Data Sheets (if appropriate – e.g. chemical spill)










Check Sheet #12

Senior First Aider

PURPOSE

1. To provide emergency medical care for injured students and staff until relieved by emergency services personnel.

IMPLEMENTATION

1.  
Ensure you have the First Aid Supplies. (Appendix B – Disaster Supplies).

2.     Collect the First Aid Kit(s).

3.     Wear the First Aid identification apparel.

5. Position yourself at _____________, or as directed by the person-in-charge at Emergency       Administration.           (location)

6.     Assign available staff to provide first aid to casualties.

7.    Meet emergency medical services personnel on arrival and provide details on number and status of casualties.

8.    Record the name(s) of students and/or staff taken to hospital and the name of the hospital, on the Transported to Hospital Record.

9.     Report to Emergency Administration when all injured students and staff have left the site.

	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender
	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender

	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender
	Messenger Memo

(filled in by person requesting)

Time __________________________________

To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender


TRANSPORTED TO HOSPITAL FORM

	Name
	Vehicle Lic. # 

(private vehicle)
	Hospital Sent to

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Kit #6

Emergency Food Services

For: Reception of Evacuees

Note: 
Add Emergency Food Services Identification Apparel to the Kit


Add Map of School Floor Plan to the Kit

Emergency Food Services                                                                         Check Sheet #8

Reception of Evacuees
Food Coordinator

PURPOSE

1.  To coordinate food service for the evacuees.

IMPLEMENTATION

1. Ensure you have the Emergency Foods Services Supplies.  (Appendix B – Disaster Supplies).

2. Wear the Emergency Food Services Identification Apparel.

3. Determine the number of evacuees received and number expected from Emergency Administration.

4. Assign staff to arrange refreshments and snacks for arrival of evacuees.

5. Meet with person-in-charge of evacuee group to determine special dietary needs.

6. Obtain emergency food supplies by contacting (name of person & organization) at (telephone #).

7. If additional staff are needed, contact Emergency Administration.

8. Maintain a record of supplies used and meals provided.

LOG OF EVENTS

	Date/Time
	Message
	Action
	Initial

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


RECORD OF ASSIGNMENTS

	Function
	Assigned To
	Location
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To ____________________________________

From __________________________________

Required _______________________________

               _______________________________

              _______________________________

Signature ______________________________

When completed, send both copies

(filled in by person/dept. supplying)

Action ________________________________

           ________________________________

           ________________________________

Time _________________________________

Signature  _____________________________

When completed, send this copy to sender
	Messenger Memo

(filled in by person requesting)

Time __________________________________
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APPENDIX B

Critical Incident Report
CRITICAL INCIDENT REPORT

Date of incident ____________________________________________________________________

School/Class _____________________________________________________________________

Details of the incident _____________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Those involved in incident and nature of their involvement (staff, students, outside agencies, etc.)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

School Safety Team Intervention ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Debriefing Summary _____________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Recommendations ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Report completed by: _______________________________

Position: _________________________________________

	Attach:
	1. Critical Incident Fact Sheet         A copy of this report shall be provided to the                            

2. Log of Events                               Superintendent and another kept on file at the school.

3. Record of Assignments


APPENDIX C

Outside Agency Emergency Response Plans
APPENDIX D
Local Emergency/Disaster Services Information

	DISASTER SERVICES AGENCY

	POSITION
	NAME
	BUSINESS
	RESIDENCE
	OTHER

	Director of Disaster Services
	Gerald Fawns
	N/A
	223-9153
	308-6675

	Deputy Director of Disaster Services
	Brad Mason
	223-5500 ext 5441
	223-1445
	223-5530

	Municipal Administrator
	Gary Hudson
	223-5500
	223-3544
	795-0099 ©

	Public Information
	Rob Cressman, Director
	223-5500 ext 5508
	223-3464
	634-9078

	Fire/Rescue/EMS
	Brad Mason, Chief

Marcus Weckesser
	223-5500, ext 5441

223-5500, ext 5442
	223-1445

223-5812
	308-2356

634-7675

	Police
	Alf Rudd, Police Chief
	223-8991
	
	223-5540 (Fax)

	Director, Disaster Social Services
	Taber Office

Lethbridge Office (Rosemary Klamn)
	223-7921

382-4105
	
	331-8352

	Health Care
	Taber Community Health Office
	223-4403


	
	

	
	Taber Hospital (Gina Layton, Unit Manager)
	223-4461


	223-2380
	223-1703 (Fax)

	
	Chinook Regional Hospital
	388-6111
	
	

	
	Alberta Health Link Line
	1-866-408-5465
	
	

	
	Family & Community Support Services (FCSS)
	223-4403
	
	

	School Representatives
	Horizon School Division (Dr. Cheryl Gilmore, Superintendent)
	223-3547
	382-8401(C)


	223-2999 (Fax)

	
	Holy Spirit School Division (Christopher Smeaton, Superintendent
	327-9555
	634-9140 (C)
	327-9595 (Fax)



	Gas
	ATCO

  Emergencies

 General Inquiries
	1-800-511-3447

310-5678
	
	

	Power/Water
	EPCOR
	310-4300
	
	


	Town of Taber Public Utilities (Water, Sewage, Garbage)
	Brian Kambietz, Manager
	308-4448


	
	223-5565 (Shop)

	M.D. of Taber 
	Public Works Inquiries
	223-3541


	
	

	Industry/Business Representatives
	Taber & District Chamber of Commerce
	223-2265
	
	

	Alberta Environment
	Forest/Wildfires
	310-FIRE (3473)
	
	

	
	Environmental Emergencies
	1-800-222-6514
	
	

	
	Flood Forecasting
	780-427-8173


	
	

	Alberta Government (Misc)
	Volker Stevin 
	223-1060
	
	223-9056 (Fax)

	Environmental Health
	Pam Hodgkinson (Health Info Line)
	223-4403
	
	23-8733 (Fax)

	Rail Companies
	CP Rail (Emergencies)
	1-800-795-7851
	
	

	Other
	Mennonite Central Committee
	223-4144
	
	223-4143 (Fax)

	
	LDS Social Services
	327-5724
	
	

	
	Salvation Army Family Services
	223-0061
	
	

	
	Poison Control Centre
	1-800-332-1414
	
	


	PUBLIC INFORMATION RESOURCES

	SERVICE
	ORGANIZATION
	CONTACT
	BUSINESS
	RESIDENCE

	Support Staff
	Town of Taber
	Gary L. Hudson
	223-5500 ext 5523
	223-3544 (H)

795-0099 (C)

	
	
	Gerald Fawns, Director of Disaster Services
	
	223-9153 (H)

308-6675 (C)

	
	
	Brad Mason, Deputy Director of Disaster Services
	223-5500 ext 5441
	223-1445 (R)

308-2356 (C)

	AMA:  Emergency Management Alberta
	Communications Branch
	Coordination & Information Centre (CIS)
	1-800-272-9600
	

	
	Al Manderville
	381-5222
	327-7020

382-4413 (F)

330-7257 (C)
	

	Radio & Television
	CFRV-FM 107.7 (The River) Radio
	Lethbridge Station
	328-1077
	380-1539 (F)

	
	CJBZ B-93.3 FM (The Hawk) Radio
	Lethbridge Station
	394-9300
	327-9300(F)

	
	CJRX-FM 106.7 (Rock 106) Radio
	Lethbridge Station
	328-1077
	380-1539 (F)

	
	CJOC
	Lethbridge Station
	388-2910
	388-4648

	
	Global TV
	Lethbridge Station
	327-1521
	320-2620
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2012-2013
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*Colony Schools and Outreach Program staff/student ratio and closure decisions assigned to Principal or designate.








Describe how decisions regarding staff/student configurations will be made and provide one or two examples of potential staff/student configurations to serve as a model.




















Instruction:





Describe strategies for delivery of instruction in the event there is moderate to significant loss of staff. Consider whether instructional materials can be prepared in advance or accessed through technology. Academic high school classes should consider how learning materials can be accessed by students from home. 








Supervision:





Describe the strategies that will be used to deploy staff for supervision of students during non-instructional time. 















































Facts





Supports that are in place for staff and students





Recovery plans
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