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EMERGENCY  PROCEDURES 
 

Background 
 
The Division recognizes its responsibility to take reasonable measures to ensure the safety and 
welfare of students. Procedures to ensure that schools will be evacuated with dispatch or safely 
locked-down  in the event of an emergency are essential. 
 
Evacuation drills and lock-down drills are an essential component of the school safety program.  
 
Procedures 
 
1. By the end of the first week of September of each year, principals are required to submit to 

the Superintendent the emergency procedures plan for their school. Such a plan must 
include the procedures to be followed, the authorities to be informed, and a listing of 
alternative spaces that would be used in the event of an emergency. 

 
2. This plan must be shared with the staff at the first staff meeting of the school year. A copy of 

the plan must be posted in the office, the staff room, and on bulletin boards accessible to 
students in the school building. Appropriate portions of the emergency plan procedures will 
be provided to the parents. 

 
3. Fire drills 

The principal shall: 

3.1 At the beginning of the school year bring to the attention of the staff details of the fire 
drill procedures and fire prevention safeguards. 

3.2 Order fire drills to be conducted at a rate of no less than six per year. 

3.3 Supervise the enforcement of the fire prevention safeguards. 

3.4 Keep a record of the fire drills conducted. 

3.5 Ensure that fire evacuation procedures are appropriately posted throughout the 
school. 

 
4. Lock-Down Drills 

4.1 At the beginning of the year bring to the attention of the staff details of the lock-down 
procedures. 

4.2 Order lock-down drills be conducted at the rate of no less than 4 per year. 
4.3 Keep a record of the lock-down drills conducted. 
4.4 Ensure that lock-down procedures are appropriately posted in the school. 
 

Reference:  Section 20, 45, 60, 61, 113 School Act 
 Section 196, 197 Education Act 

Fire Prevention Act 


