
 

PROCEDURAL GUIDELINES 
EMERGENCY PREPAREDNESS AND RESPONSE 

 
Purpose 
 
To have plans in place at each Huron-Superior Catholic District School Board school 
facility for situations that could result in Lockdown, Hold and Secure, Shelter in Place or 
evacuation. It is recognized that not all contingencies may be addressed. 
 
Emergency Preparedness - Responsibilities  
 
The Board, supported by the Health & Safety Officer shall: 
 

• Provide new staff with training on its emergency procedures as part of their pre-

employment training. 

• Review the emergency procedures at minimum annually with staff in September 

• Ensure each school has an evacuation kit (emergency bin) containing important 

information including, but not limited to student and staff emergency contact lists, 

floor plans, etc.) 

• Ensure schools have a pre-arranged off-premises evacuation site 

• Maintain a directory of emergency contact persons and telephone numbers 

• Ensure an adequate number of qualified first aiders are on-site 

• Provide considerations of situations involving Plant related failures (i.e. extended 

power outage, loss of water, major heating problems) 

 

Principals shall: 
 

• Develop an emergency plan in conjunction with these guidelines. (See Appendix A – 

Emergency Procedures Handbook) 

• Ensure their school is stocked with sufficient emergency procedures handbooks 

(i.e. in every classroom / learning space, meeting room, main office, etc.) and 

evacuation cards (i.e. red / green system) 

• Confirm access to their predetermined emergency shelter site,(e.g., nearby school, 

church, or commercial space); 

• Ensure the name and address of a parent/guardian or emergency designate for 

each student is recorded; 



• Create an Emergency Evacuation Plan for students who need special assistance. 

(See Appendix D – Emergency Evacuation Plan - Students) 

• Communicate and share individual school emergency plans with parents and staff 

(as early as possible in the school year and before October 15th) on school 

messenger and sent home. (See Appendix B – Annual School Emergency Plan for 

Parents) 

• Review the contents of their emergency bin and ensure it is stocked and all contact 

lists are up to date. (As early as the possible in the school year and before October 

15). 

• Provide a copy of each school emergency plan to their Superintendent, the 

Superintendent of Safe Schools and the Health & Safety Officer (as early as the 

possible in the school year and before October 15). 

• Ensure mandatory fire drills are completed 

• Ensure mandatory lockdown drills are completed 

• Communicate plans with stakeholder groups (i.e. on-site daycares) through: 

o Emergency procedures handbook 

o Collaboration regarding site specific emergency evacuation and fire safety 

plan needs 

 

Emergency Responses 

Emergency response will consider students and employees inside, as well as those 

outside the school (portables), as well as third parties operating on site such as a 

daycare facility. The Board will ensure that all occasional employees are made aware of 

all emergency response plans.  

 

In the event of emergency, all staff are to follow the instructions within the yellow 

booklet located throughout each workplace (Appendix A). 

 

 

 

 

 

 

 



Lockdown 

Drills: 

• School lockdown drills will be practiced and logged in the fall and spring of each 

school year. These plans will be reviewed with staff at the beginning of the year 

and prior to practice runs. 

• Parents / caregiver(s) will be informed that lockdown drills will be conducted 

throughout the year. Immediately after a lockdown drill, feedback will be provided 

to students, staff, and parent(s) / caregiver(s) 

Lockdown: 

• Principals, Vice-Principals or designate(s) will call 911, then announce a lockdown 

(unless police are already involved) and stay on the line to provide necessary 

information. The Principal will contact their Supervisor as soon as possible.  

• Supervisors will contact the Director of Education, Communications Officer and 

Health & Safety Officer as soon as possible. 

• Once police deem the situation safe, rooms will be cleared by emergency 

personnel.  

• The Principal will de-brief with staff and students as soon as possible after a 

lockdown has been initiated.  

• Superintendent of Education and/or Director of Education will consider involving 

the Mental Health Lead. 

• Consultation with the Principal, Supervisor, Director of Education, Communications 

Officer and Police will take place to determine if a media release or communication 

to parents / caregivers is warranted. 

• A report of the occurrence will be prepared by the Principal and submitted to their 

supervisor in an email.  

 

Hold and Secure 

• The Principal / Vice-Principal or designate will call 911, then announce a Hold and 

Secure (unless the police, fire department and/or emergency medical services are 

already involved) and stay on the line to provide information requested. The 

Principal / Vice-Principal or designate will phone their supervisor as soon as 

possible. 



• The Principal will debrief with staff and students as soon as possible after a Hold 

and Secure has been initiated and follow the directions within the Emergency 

Procedures Handbook. Considerations will be made to involve the Mental Health 

Lead 

• The Principal, in consultation with the Communications Officer and at direction of 

the police, fire department and/or emergency medical services, may create a 

communication to parent(s) / caregiver(s) about the event.  

• After a Hold and Secure has been employed, a summary of the event will be 

prepared by the Principal and submitted to their supervisor in an email.  

 

Shelter in Place 

• The Principal / Vice-Principal or designate will call 911, then announce a shelter in 

place (unless the police, fire department and/or emergency medical services are 

already involved) and stay on the line to provide information requested. The 

Principal / Vice-Principal or designate will phone their supervisor as soon as 

possible. 

• The Principal will debrief with staff and students as soon as possible after a Hold 

and Secure has been initiated and follow the directions within the Emergency 

Procedures Handbook. Considerations will be made to involve the Mental Health 

Lead. 

• The Principal, in consultation with the Communications Officer and at direction of 

the police, fire department and/or emergency medical services, may create a 

communication to parent(s) / caregiver(s) about the event.  

• After the Shelter in Place has been employed, a summary of the event will be 

prepared by the Principal and submitted to their supervisor in an email.  

 

Evacuation 

• Each school and facility will establish two evacuation sites, one on school premises 

and one off school premises. Use of either site would depend on the emergency at 

hand. The off-premises evacuation site will be within reasonably easy walking 

distance of the school by students. In Sault Ste. Marie, if transportation and 

circumstances allow, St. Mary’s College may also be used as the evacuation site.  

• The Principal will confirm annually the off-premises evacuation site. This location 

will be included on the school’s emergency contact list 



• Attendance will be taken before and after any evacuation. 

• Teachers are responsible for their students until the evacuation is over. 

• Decisions to begin or end an evacuation may be made in consultation with the 

Principal’s supervisor and/or the Police. 

• Each evacuation plan will consider students and staff inside, as well as those 

outside the school. The plan will include a process for dealing with situations where 

classes are in progress and at break. The plan will consider communication 

systems within the school and for those who may be outside the building.  

• The Principal / Vice-Principal or designate will call 911 (unless the police, fire 

department and/or emergency medical services are already involved), then 

announce an evacuation. The Principal / Vice-Principal or designate will contact 

their Supervisor. 

• Supervisors will involve Plant Services, the Health & Safety Officer and 

Communications Officer to respond and provide support as required. 

• If returning to the school is not possible by the end of the school day the Principal / 

Vice-Principal or designate will contact the Transportation Consortium to arrange 

bussing from the evacuation site. Parent(s)/caregiver(s) will be advised of the 

dismissal arrangements. 

• Release of students will not occur prior to obtaining parental / caregiver consent. 

• The Principal will debrief with staff and students as soon as possible after an 

evacuation has been initiated and follow the directions within the Emergency 

Procedures Handbook. Considerations will be made to involve the Mental Health 

Lead 

• The Principal, in consultation with the Communications Officer and at direction of 

the police, fire department and/or emergency medical services, may create a 

communication to parent(s) / caregiver(s) about the event.  

• After the evacuation has been employed, a summary of the event will be prepared 

by the Principal and submitted to their supervisor in an email.  

 

 

 

 

 



 

 

School Tragedy or Crisis 

A school tragedy or crisis (a critical situation) arises as a result of an accident or 

premeditated action.  (It may or may not involve a death.) 

 

• The Principal / Vice-Principal or designate will call police or other applicable 

response supports. The Principal / Vice-Principal or designate will phone their 

supervisor as soon as possible. 

• A team of school and other professionals under the leadership of a supervisor (i.e. 

Mental Health Lead, Health & Safety Officer, etc.) shall consult with the 

administrative and management team handling the tragedy or crisis. Police could 

be requested to contact Victims Services to provide additional supports. 

• The Principal or Vice-Principal/designate shall secure and shall abandon, if 

necessary, the location of the tragedy or crisis as effectively as possible pending 

the arrival of police personnel who shall then be responsible for security. 

• The students and staff members shall cooperate with the principal or vice-

principal/designate and all officials involved in the tragedy or crisis situation. 

• The Principal or vice-principal/designate, appropriate supervisory officer, and the 

Police Chief or other emergency service head shall form a team to administer and 

supervise the management and handling of the tragedy or crisis situation. 

• When the crisis or tragedy is reasonably in hand, the Communications Officer, the 

Director of Education and the Police Chief or other appropriate head or their 

designates shall prepare and make a statement to the news media.  A period of 

time shall be set aside for questions. 

o Periodic releases to the news media and meetings or conferences shall be 

arranged thereafter. 

o Staff shall not speak to the media unless authorized to speak on behalf of 

the Board. 

• Parents, caregivers, and family members of students or staff members involved in 

the tragedy or crisis shall be notified by the Director of Education / Supervisor / 

Police or other emergency service head before any names are released to the 



news media.  A brief outline of the situation shall also be given. Contact with the 

Media shall be channeled through the Communications Officer. 

 

• The team of school and other professionals shall assist students and staff 

members involved in the tragedy or crisis and, where appropriate, the family 

members.  The team of school and other professionals may assist other pupils and 

staff members who may require assistance as a result of the tragedy or crisis. 

• The principal or vice-principal/designate shall maintain a journal of the happenings 

during the tragedy or crisis. 

 

Debrief 

Following an emergency response, an informal or formal debrief will take place analyzing 

the effectiveness of the response to capture lessons learned for future improvement. (i.e. 

What actually happened, what went well and what could be improved).  

 

The debrief will be completed by the Principal and will include those who assisted in the 

response (i.e. Supervisor, Plant Services, Communications, Health & Safety, etc.). Third 

parties involved should also be consulted and/or invited to the debrief (i.e. police, fire, 

EMS, on-site daycare etc.) The Principal shall record the details of the debrief using the 

Emergency Response Debrief Report Form on the Board’s KICS reporting system. 

 

Related documents 
Appendix A - Emergency Procedures Handbook 
Appendix B - Annual School Emergency Plan Summary for Parents 
Appendix C – Emergency Procedures Plan for School Evacuation 
Appendix D – Emergency Evacuation Plan – Students 
Emergency Response Debrief Report Form 
 


