                        Arco Elementary School Emergency Procedure
                                             (revised 10-2-07 with BCSO)
FIRE / BUILDING EVACUATION

· Alarm will sound

· Teacher take attendance book

· Classrooms evacuate single file to grassy playground area via classroom route

· Check bathrooms and other areas as per assignment

· Take roll and remain for direction

· If site is being evacuated, buses will load outside the fence in the bowling alley parking lot UNLESS other direction is given via intercom.

· Be prepared with activities in the event of a site evacuation

LOCKDOWN I
· Lock all doors and continue teaching until ALL CLEAR is announced

· Account for all students, including those in bathroom, library, etc

· Students in other areas (pull-out, computer lab, etc.) are to remain in that area with adult until otherwise directed

· Playground: See Lockdown II below

LOCKDOWN II

· Lock all doors FIRST and move students to identified “safe” corner of room until ALL CLEAR is announced. Lights remain on; noise and voices to a minimum;  keep students “low”.
· Account for all students, including those in bathroom, library, etc

· Students in these areas will be escorted by the “sweeper*” to the nearest classroom or safe area with adult supervision.

· Students in an area such as the special ed or speech room will remain with the adult in that room until it is deemed safe to walk the student to his/her classroom, or until the “all clear” is announced.

· Classes in the multi-purpose room will be directed by the sweeper* to the safest location, returning to the classroom if at all possible.  Students should be gathered quietly together in a corner to await instructions.
· Have activities prepared to keep students busy; teachers should have provisions to cover windows
· District office and computer lab are to follow same procedures. Classes in lab should go to safe corner and follow classroom procedures; await further direction.
· Someone will always remain in the office- - “Command center”.

· Playground: a.) adults should carry a whistle; b.) adults are to move students into building and to respective classrooms (unless otherwise directed) as quickly as possible, following classroom procedures above.

*  A “sweeper” is someone designated by the office who will “sweep” each side of the building and the playground. Doors will be checked to ensure they are locked and other areas such as bathrooms, EMCs, etc will be checked and cleared of students.  Sweepers will be equipped with as much information as possible so as to direct identified students or classes to the safest area and to dispatch to all adults as much information as possible regarding the situation.

