EMERGENCY CALL NUMBERS

Emergency Services ………………………………………………………
9-1-1

(Ambulance, Police, Fire Department)




      

DISTRICT CONTACT NUMBERS

East Central Alberta Catholic School Office ………………………………(780)842-3992

(Security Company) ……………………………………………………….. (insert)


Principal’s Cell Number …………………………………………………… (insert)

Superintendent’s Cell Number ……………………………………………..
 (insert)

Director of Transportation …………………………………………………
 (insert)

Director of Facilities ……………………………………………………….
 (insert)

Alberta Emergency Management (24hr service) …………………………1-866-618-2362

(Insert Town/Village) ………………………………………………………
 (insert)

UTILITIES

ATCO Gas (24hr) ……………………………………………………… 1-800-511-3447

Public Works ………………………………………………………………
(insert)



EMERGENCY PREPAREDNESS PLAN





   RESPONSIBLITIES
School: ____________________________

Date:  ________________________

Principal:  _______________________________________________________________

	Responsibility


	Individual(s)

Accountable
	Timeline/

Schedule

	Mark primary and secondary evacuation routes on site map and post in each occupied room.  Ensure the floor plan room numbers correspond with actual room numbers.
	
	

	Identify and share primary assembly locations for all classrooms at the site.
	
	

	Identify, and make formal arrangements with the secondary off-site assembly location.
	
	

	Ensure the Emergency Response Classroom Flipcharts are in each room.
	
	

	Assemble and maintain Emergency Response Kit.  Ensure it is in a secured location.
	
	

	Ensure safety drills are completed and documented each month.  Alarm must be activated for fire/evacuation drill and security service notified.
	
	

	Establish a special provisions plan for individuals with compromised mobility.
	
	

	Ensure Field Trip Kit is assembled and maintained in secure location to protect confidential information enclosed.  Ensure emergency contact numbers are provided.
	
	

	Conduct an annual orientation at the start of the school year with staff regarding roles and responsibilities during each of the Emergency Responses.
	
	

	Assign staff to ensure all rooms are checked to ensure clearance of all occupants during evacuation/room clear procedures.
	
	

	Ensure fire extinguishers and emergency exit lighting are inspected as required.
	
	

	Conduct ongoing orientation of temporary staff/volunteers.
	
	

	Review the Emergency Preparedness Action Plan on a monthly basis following monthly safety drill and complete debrief with staff.
	
	

	
	
	




EMERGENCY PREPAREDENESS PLAN
School:  ____________________________

School Year:  ______________

Principal:  ___________________________________________________________

The principal of each school shall develop the site’s Emergency Preparedness Plan prior to the start of the school year.  The Emergency Preparedness Plan is to be reviewed annually with staff at the building of each school year and with new staff on an on-going basis.

The Emergency Preparedness Plan is organized into the following sections:

1.  Purpose

2. Contagious Health Emergencies

3. Off-site Emergencies

4. Preparation

5. Facility Evacuation

6. Resources

7. Training

Purpose

All organizations are required to establish an emergency preparedness plan to mitigate the effects of a wide variety of potential disasters.  Emergency preparedness is designed to ensure the health, safety and welfare of all occupants in the facility, at the time of the occurrence.  This planning shall be comprehensive enough to cope with a variety of emergencies.

While many emergency procedures may be common among District schools, each facility is responsible for developing a site specific Emergency Preparedness Program that meets Legislative and District requirements and guidelines.  The District has developed procedures that provide schools with direction on how to respond to a variety of events with each site having the opportunity to address situations unique to its location or circumstance.

Contagious Health Emergencies

In the event of the District/individual worksite experiencing a contagious health emergency, each worksite will be provided direction from the District and/or Alberta Health Services.

Off-site Emergencies

During off-site emergencies each worksite shall:

· Move from the area of risk to maintain student/staff safety.

· Keep students together.

· Call 9-1-1, look after injured individuals.

· Call the principal to inform him/her of the situation.

Preparation

1. Roles and Responsibilities – Please identify and list below:
· The alternate classroom/area assigned to each classroom to re-locate students in the event of a room clear.
· The specific staff and rooms they are assigned to check to ensure all occupants are cleared from the room, in case of evacuation.
· The staff person that is responsible for assembling and maintaining the Emergency Response Kit.
Facility Evacuation

1. Evacuation Routes – Please identify and list below:
· The primary and secondary evacuation routes for each room in the site.
· Include copies of the evacuation room maps for each room.
2. Assembly Locations – Please identify and list below:
· The primary and secondary assembly locations for room in the site.
· Include a copy of the signed agreement letter between the site and the secondary assembly location.
3. Special Provisions Plan
· Detail the plan for any staff, student or visitor on site that has compromised mobility in the event of an emergency response being initiated.
Resources

1. Emergency Response Classroom Flipchart

· Indicate when each classroom was provided with the Emergency Response Classroom Flipchart.
· Indicate when the specific details of the flipchart was/will be provided to the site staff.
2. Emergency Response Kit

· Indicate where the Emergency Response Kit will be located.
· See OH&S Manual for contents of Emergency Response Kit.
Training

1. Safety Drills

· Indicate the tentative schedule of which type of safety drill we be completed each month.
