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EMERGENCY ACTION EVACUATION 
  
 
EVACUATION is implemented when conditions make it unsafe to remain in the 
building. This ACTION provides for the orderly movement of students and staff 
along prescribed routes from inside school buildings to a designated outside area 
of safety.  EVACUATION is considered appropriate for, but is not limited to, the 
following types of emergencies: 

• Fire • Explosion or threat of explosion 
• Bomb threat • Post earthquake 
• Chemical accident 

 
OFF-SITE EVACUATION, which is implemented when it is not safe to remain on 
the school campus and REVERSE EVACUATION, when it is unsafe to remain 
outside. 

 
ANNOUNCEMENT: 

1. Fire alarm (bell or horn signal). 

2. Provided time is available, make an announcement over the public 
address system: 

Example:    "Attention please.  We need to institute an 
EVACUATION of all buildings.  Teachers are to take 
their students to their designated Assembly Area.  
Students please remain with your teacher.”  

 
3. Implement Special Needs Evacuation. 
 
4. Use messengers with oral or written word to deliver additional 

instructions to teachers in hold areas. 
 

SUPERINTENDENT: 

 The Assembly Area Stage I, basket ball court on school property should be 
a safe location on the school campus away from the buildings and emergency 
response equipment that may arrive at the school.  Progress to Assembly 
Area Stage II, in front of the main door of the MLK Annex, once everyone is 
accounted for. If unsafe for the current emergency, designate an alternate 
Assembly Area. (CONTINUED ON NEXT PAGE) 
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SUPERINTENDENT’S ACTION’S CONTINUED 

 When clearance to return to the buildings is determined or received from 
appropriate agencies/staff, announce ALL CLEAR to return to classrooms 
and resume school activities. 

 Send home with students for their parents/guardians a brief written 
description of the emergency, how it was handled and, if appropriate, what 
steps are being taken in its aftermath. 

 
STAFF ACTIONS: 

 Instruct students to leave the building in an orderly manner using the 
designated evacuation routes and reassemble in the assigned Assembly 
Area. 

 Take the emergency backpack and student roster when leaving the building 
and take attendance when the class is reassembled in a safe location.  
Report attendance to the Superintendent/Incident Commander/designee, with 
red/green card. 

 Remain in the Assembly Area until further instructions are given. 

 Wait for another ACTION or the ALL CLEAR instruction to return to school 
buildings and normal class routine. 

 

HOW TO ASSIST THOSE WITH DISABILITIES DURING AN EVACUATION 
The needs and preferences of non-ambulatory individuals will vary.  Those at 
ground floor locations may be able to exit without help.  Others may have 
minimal ability to move, and lifting may be dangerous.  Some non-ambulatory 
people also have respiratory complications.  Remove them from smoke and 
vapors immediately 
 
To alert visually-impaired individuals 
 Announce the type of emergency. 
 Offer your arm for guidance. 
 Tell person where you are going, obstacles you encounter. 
 When you reach safety, ask if further help is needed. CONTINUED ON NEXT 

PAGE 
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EVACUATION OF DISABLED STUDENTS CONTINUED 
 
 
To alert individuals with hearing limitations 
 Turn lights on/off to gain person’s attention  -OR- 
 Indicate directions with gestures   –OR- 
 Write a note with evacuation directions. 
 
To evacuate individuals using crutches, canes or walkers 
 Evacuate these individuals as injured persons. 
 Assist and accompany to evacuation site, if possible   -OR- 
 Use a sturdy chair (or one with wheels) to move person   -OR- 
 Help carry individual to safety. 
 
To evacuate individuals using wheelchairs 
 Give priority assistance to wheelchair users with electrical respirators 
 Most wheelchairs are too heavy to take downstairs; consult with the person to 

determine the best carry options. Reunite person with the wheelchair as soon 
as it is safe to do so. 
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