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Revised – 8-10-12
Fire Plan

A fire exit plan must be readily visible in each classroom.  All students should be instructed in the fire drill procedure on the first meeting of class.  This information should be repeated frequently throughout the school year.   Know where your students are so you can get an accurate count once outside the building.  Bring your clipboard of information with you when you exit – the clip board with the red folder (Emergency Evacuation) on the hook by the door of your classroom.

Procedures:

1. Teachers, have a practice session for your classroom before a drill is conducted for the entire building.

2. Make sure students know how to leave the building from every class in which they are enrolled.

3. WALK!  DO NOT RUN OR TALK.

4. Close windows, turn off lights, shut door and bring the Emergency Evacuation clipboard hanging inside your classroom door with you.

5. The first person to arrive at any exit is responsible for holding the door open.  He/she shall remain at the door until all persons scheduled to use that exit have left the building.

6. Clear the building as quickly as possible, and get a safe distance (at least 75 feet) from the building. Have students face away from building in case of explosions.

7. Take attendance by counting off each child. Hold up a green card if all students are accounted for. Hold up a red card if you are missing a student and you do not know where the child is.

 --- a key teacher on each side of the building will take note if anyone has a red card held and will assist in getting the information for the principal

8. Stay out of the building until you are instructed to return over the P.A.  All students will walk in an orderly fashion when returning to the classrooms.

9. While on the playground, classes will remain in their separate groups, accompanied by the teacher from whose classroom they left. Know where ALL your students are.  We must be sure that everyone is out of the building.

If your students are in a special and there is a fire drill, classroom teacher should exit the building and locate the class to assist with dealing with the crisis at hand. Please take your clipboard with you if you are in your classroom.


NOTE:  PLEASE STAY AWAY FROM ANY FIRE HYDRANTS OR FIRE FIGHTING EQUIPMENT.

Specials Assignments for Fire Drills (Check bathrooms)



P. E. Teacher -

Check gym bathrooms






Teacher in 220 - 
Check boys and girls bathrooms upstairs



Teacher in 120 - 
Check boys and girls bathrooms downstairs

EXITS

Rooms


101

Front entrance Door #1

102

Front entrance Door #1

103

Front entrance Door #1


104

Front entrance Door #1


105

Northwest Door #2


106

Northwest Door #2


108

Northwest Door #2


109

Northwest Door #2


110

Northwest Door #2


111

Northwest Door #2


112

Northeast Door #3

113

Northwest Door #2


114

Northeast Door #3


115

Northeast Door #3


116

Northeast Door #3


117

Southeast Door #4


118

Northeast Door #3


119

Southeast Door #4


120

Southeast Door #4

122

Southeast Door #4


124

Southeast Door #4


200

Front entrance Door #1


202

Front entrance Door #1


204

Northwest Door #2

206

Northwest Door #2


208

Northwest Door #2


210

Northwest Door #2


212

Northwest Door #2


213

Northwest Door #2


214

Northeast Door #3


215

Northeast Door #3


216

Northeast Door #3


217

Northeast Door #3


218

Northeast Door #3


220

Northeast Door #3


222

Front entrance Door #2

224

Front entrance Door #1


226

Front entrance Door #1


228 

Front entrance Door #1


230

Front entrance Door #1


232

Front entrance Door #1

Cafeteria

Front entrance Door #1

Comp. Lab 1st floor
Southeast Door #4
Comp. Lab 2nd floor
Front Entrance Door #1

Gymnasium

Gym exit Door #5

Library 

Front entrance Door #1

Tornado Plan

The tornado plan, which follows, was developed in accordance with the latest guidelines established by the U. S. Department of Commerce’s National Oceanic and Atmospheric Administration and local civil defense authorities. A tornado evacuation plan must be visible in each classroom.

It should be emphasized that every employee working at Meadowbrook Elementary should be totally familiar with the plan and be prepared to carry out designated assignments during drills and, of course, during an actual tornado.  As with fire drills, no one is excused from participation in a drill for two very obvious reasons:

· Your own personal safety is at stake.

· Failure on the part of any adult to fully demonstrate by his/her behavior the importance or preparation for disaster will affect the attitude of those students whom observe such behavior.

Following are the basic procedures to be followed in the event of a tornado, and the areas of the building to be used for protection.

Drills

As recommended by NOAA, drills will be conducted in the fall and spring. 

It is recommended that they be held between 2:00 p.m. and dismissal time. 

It is also suggested that the best time to practice the drill is when a tornado watch is actually in effect.  It is appropriate here to state the definition of the terms currently used relative to tornadoes.  It is imperative that students know the difference between a tornado watch and a tornado warning.  All homeroom teachers should take time with their students to make sure they are totally familiar with these terms, basic understandings, and the following procedures, which apply directly to student safety.  All children must know their designated safe area in the building.
Terms


TORNADO WATCH – indicates the possibility that weather conditions exist which could create a tornado.

TORNADO WARNING – indicates that a tornado has been sighted.

Designated Areas:

Room 
101 stay in your room

102 to downstairs computer lab

103 stay in your room


104 to room 109 & 111

105 stay in your room

106 to room 105 & 107

107 stay in your room

108 to room 113

109 stay in your room
110 to room 113

112 to room 115

113 stay in your room

114 to room 115

115 stay in your room


116 to room 117

117 stay in your room


118 stay in your room


119 stay in your room


120 stay in your room


122 stay in your room

124 stay in your room

200 to room 119

202 to room 117

204 to room 122

206 to downstairs computer lab

208 staff room (lounge)

210 staff room (lounge)

212 to room 113

213 to room 113

214 to room 117

215 to downstairs computer lab

216 to room 119

217 to downstairs computer lab

218 to room 118


220 to room 120


222 to room 122


224 to room 124


226 to downstairs computer lab


228 to downstairs computer lab

Computer lab to regularly assigned location


Library to regularly assigned location

Music room to office conference room


Art room to Phy Ed locker room


Phy Ed to Phy Ed office

Cafeteria to Phy Ed locker room
The area to which you have been assigned was selected according to recommended guidelines.

· Location - Since tornadoes most frequently approach from the south west, or southeasterly direction, areas on these sides are not used for protection.  

· Ceiling Size - Rooms with the largest ceilings (overhead spans) are also avoided because of the large amount of debris, which could fall on you should the ceiling collapse.  For this reason, our gym and cafeteria must be evacuated.  Conversely, you have been assigned to an area with a smaller overhead span, which is exactly why you might find yourself in a bathroom.

· Glass - We especially want to avoid rooms with large windows mainly because glass will pulverize when hit directly by tornado winds.  Each particle becomes a missile, which travels at a high velocity causing serious injury.  If you recall, earlier it was stated that small rooms with small overhead spans are good for tornado protection—only if they do not have large windows.  Thus, the cafeteria and gymnasium are not used.

Procedures

The office will keep all employees posted on weather conditions when severe weather has been forecast.  A tornado alert will be announced over the P.A. – “TORNADO ALERT – TAKE COVER” will be announced three (3) times. 

1. Students and personnel are to move to designated areas quickly. (Check tornado maps for locations.)

2. When the tornado drill sounds students are to:

· Move in a single-file line in an orderly fashion without pushing or running.

· Be silent in the hall.

· Follow all directions from their teachers immediately without question.

· Stay with their class. Teachers will take roll. We must be certain all students are safe.

· Once in your designated area, turn toward the wall, kneel, and cover your head at the command, “Everyone down.”

· Stay in this position until you received further directions from your teacher.

Teachers are to assume responsibility for the group that is with them at the time of the drill.  If your students are in a special area class, join them in that location and assist the special teacher.  Take your clipboard with you. Students in the gym and cafeteria should evacuate to their assigned location. 

Lunch Period — if a tornado warning is received during the lunch period, students are to come into the building immediately and report to the area designated for his/her classroom.  The teacher should be in the hall next to their designated tornado shelter to immediately receive students and to give them directions.

Dismissal Time — perhaps one of the most critical decisions occurs at dismissal time.  The question is, should the students be dismissed and permitted to board buses?  

The following general rule will apply:

If a tornado watch is in effect, the students will be dismissed unless an unreported tornado can be viewed on the horizon.  Generally, however, they will be dismissed because a tornado watch can be in effect for up to six hours.  

If a tornado warning (one has been sighted) has been issued, the students will be held at school and tornado precautions will be in effect.

Office Area – Special Assignments

=
Betty Mason and Kathy Baldwin – First Aid Station

=
School Counselor– Front Office

Direct Hit Aftermath Procedures

· Administrative and office personnel: Survey damages and determines if there are injured students and/or staff personnel in need of emergency treatment.  Phone 911 and provide details as necessary.

· Custodian and School Counselor: Direct traffic at main entrances, allowing only emergency and school vehicles to enter

· All other personnel: Direct non-injured and begin to check for missing persons.  Using your class rosters determine which students in your homeroom cannot be accounted for. Hang the green code sheet or the red code sheet outside of your classroom for a quick visual for assisting the crisis team.

Bomb Threats

In the event of a bomb threat, appropriate law enforcement officials will be called.  The administration and law enforcement will decide on the level of the threat.  Upon advice of the officials, a decision may be made to evacuate the building. Police will assist in any relocation.  If busses are called to transport students, the location of the area where the students are being sent will be announced to the media.  Classroom teachers will assist with reuniting students with parents and keeping close record of which parent picked up each child and the time.  If something suspicious is ever seen by staff, notify the office personnel who will notify the administrator and/or law enforcement.  

Cell Phones
During a school emergency it is important that the following guidelines be applied:

· Discourage use of cell phones during an emergency.  The reason for this request is to keep the cell “lines” open for emergency personnel. Large scale cell use by people in an emergency actually can hinder emergency response actions.

· Use of cell phones can contribute to panic and misinformation being given to family and media.

· Use of a cell phone takes your focus off your primary responsibility – the children who need your calm, focused attention.

· Cell phones can be used if you need to call the office to provide information about an intruder or injured student or staff member.

Lock Down

A school lock down would be necessary if there was knowledge of an intruder in the building or that someone is in the building with a weapon.  911 will be called. The following PA announcement will be made:  “Attention all students and staff.  We have an emergency situation.  We need to initiate the lockdown procedure immediately”.  In the case of a drill the word “DRILL” will be used in place of “emergency situation”.  We will always error on the side of caution.

Please take the following action:

1. Keep students in their room.

2. Any students in hallways should be brought to the nearest room.

3. Do NOT attempt to locate students who are out of your room.

4. Lock all doors.

5. Lock all windows.

6. Turn off room lights.

7. Position students away from any door or window.  Stay out of sight in the lockdown area.

Try to keep students calm.  Be quiet and wait.  Keep students seated and out of sight as best as possible.

Fight the urge to “run”.  If a student panics and “bolts”, do NOT follow them.  Stay with your students in your lockdown area. The “safe” location may not be comfortable and you may be in those locations for a considerable amount of time.  Be patient.  DO NOT answer your telephone.  That could help any intruder learn of your location.  Contact the office by phone or panic button only with pertinent information regarding the crisis. 

Stay in the secured position until you are personally “rescued” by a law enforcement or fire department official or an administrator.   (IF it is a drill an “All clear” announcement will be made.)  Before opening the door, ask for identification unless you know the person.  

Visitor/Trespasser/Intruder Situation

All visitors must register at the front office and are required to wear a visitor badge at all times.  Anyone who does not have a badge on is considered an intruder and should be stopped by the staff member who sees them and escorted to the office.  If the person refuses to cooperate or refuses to leave, the administration is to be notified immediately to handle the situation. This may become an intruder alert situation.  If the person leaves the building the administrator should be made aware of the situation. 

Remote Evacuation Procedures

In the event of an evacuation, Meadowbrook will either walk to Meadowbrook Church or be bussed to Bay View Middle School. If we are walking to Meadowbrook Church, the Custodian and School Counselor will control traffic for crossing the street using vests and cones (if time permits).

In the event of any crisis situation, all staff must remain until all students are cared for and a debriefing has taken place.  Staff will be dismissed by the administrator and no one should leave without being given permission.

