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Regulation 
 

 
EMERGENCY AND DISASTER PREPAREDNESS 

 
Evacuation 
 
An emergency evacuation plan will be prepared for each school building in accordance with the following 
rules: 
 
A. Each Principal and/or Superintendent will prepare a detailed plan for the quick evacuation of pupils and 

staff members in the event of an emergency. The plan will include, as a minimum: 
 

1. A map or diagram of the school building, including: 
 

2. All offices, classrooms, workshops, labs, gyms, auditoriums, storage places, public rooms, 
hallways, restrooms, faculty lounges, and the like; 

 
3. All entrances and exits to the building; 

 
4. The exit routes to be followed by pupils and staff members from every location in the building, 

including alternative routes to be used in the event that an exit is blocked; 
 

5. The locations of emergency equipment, such as fire extinguishers; 
 

6. The location of fire alarms, main electrical switches, main gas and water valves, and any 
other utility device; 

 
7. A building procedure for the conduct of fire and school security drills; 

 
8. Procedures for the safe evacuation of large assemblies of people in such locations as the 

auditorium and gymnasium; 
 

9. The identification and telephone numbers of the fire and police departments; 
 

10. A location near the school in which evacuated pupils may be kept until they can be removed 
to their homes and the provisions that will be made for pupils who are kept there. 

 
The evacuation plan will be reviewed and updated annually. 
 
A copy of the evacuation plan will be filed with the Superintendent. 
 
The evacuation diagram of each building will be prominently displayed in appropriate locations in the building. 
The regular and alternate evacuation routes appropriate to that room will be prominently displayed in each 
room in the school. 
 
Each staff member assigned to the building is responsible for knowing the evacuation plan, In particular, each 
teaching staff member must understand the evacuation route to be taken by the pupils assigned to him or her 
and be prepared to effectuate the plan immediately and under any circumstances. 
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Fire Drills and School Security Drills Fire Drills 
 
A. The Principal of each school building will conduct a fire drill not less than once each month that school is 

in session. There shall be at least one school security drill per month; 
B. Attempts should be made to conduct drills in various weather conditions and at various times of the 

school day;  
 
C. Fire drills should always be unannounced to school staff and pupils; 
 
D. The Principal shall inform local fire station officials whenever a fire alarm is for drill purposes; 
 
E. Alarm signals should be tested regularly, before or after the school session; 
 
F. When the fire alarm rings, each teacher will: 
 

1. Direct pupils to form into a single file line and proceed along the evacuation route to the nearest exit; 
2. Close the windows of the room and turn off all lights and audio-visual equipment; 
3. Take the class register or roll book; 
4. Ascertain that all pupils have left the room and that any pupil who may have gone to the lavatory is 

escorted from the building; 
5. Close all doors to the room when it is empty; 
6. Insure that the pupils assigned to him or her have left the school along the route prescribed in the 

school evacuation plan; 
7. Direct his or her pupils to a location not less than 100 feet from the building or "a distance twice the 

height of the building walls" and keep the pupils in a single file line facing the building; 
8. Take attendance to determine that all pupils who reported to his or her class have been evacuated 

from the building and report immediately to the Principal any pupil who is unaccounted for; and 
9. When the recall signal is given, conduct his or her pupils back to the classroom. 

 
G. Evacuation of the school in a fire drill must be conducted quickly and quietly and in an orderly fashion. 

Pupils must be silent, refrain from talking and running, and remain in closed, single file lines. Any pupil or 
staff member whose behavior disrupts the conduct of the fire drill shall be reported to the Principal and 
will be subject to discipline; 

 
H. All persons in the school must leave the building during a fire drill, including all aides, visitors, volunteer 

workers, and all office, cafeteria, custodial, and maintenance employees, except those employees who 
have been assigned specific duties to be performed in the school building during a fire drill; 

 
I. Physical education classes in progress outside the building should stop the game activity and line up in 

place or in their regularly assigned drill position; 
 
J. Pupils will be instructed not to gather belongings to take outside on the fire drill. In inclement or cold 

weather, pupils may pick up their coats and put them on as they exit the building, provided no time is lost 
in that activity; 

 
K. The office employee responsible for keeping the central attendance register, or a designated substitute, 

must carry the register out of the building during the drill; 
 
L. Each Principal shall report monthly to the Superintendent on the conduct of fire drills. His or her report will 

include the date, weather conditions, and time to evacuate for each drill conducted, as well as any 
comments that could assist in improving the conduct of future drills; 
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M. Every fire drill will be conducted with seriousness and with the assumption that prompt evacuation is 
actually required for the safety and survival of persons in the school;  

 
N. Principals are encouraged to change the circumstances of fire drills so that staff members and pupils are 

subjected to various conditions and learn to respond to them quickly, constructively, and safely. Any such 
variations should take into account the ages and abilities of children; 

 
O. One or more exits may be designated as "blocked" so that pupils are required to use alternative 

evacuation routes; 
 
P. A fire drill may be designated as a "smoke drill" so that pupils learn to avoid the hazards of smoke by 

walking in a low or crouching position (not a crawling position). 
 
Fire 
 
The following procedures shall be followed when there is a fire on school property:  
 
A. A school staff member who detects a fire in a school building or on school grounds shall immediately 

report the fire to the nearest fire department in accordance with law, whether or not the fire has been 
extinguished; 
 

B. The report shall be immediately relayed to the school Principal; 
 
C. In the event of a fire in a school building, the school Principal shall immediately sound the fire alarm for 

the evacuation of all pupils, staff members, visitors, and volunteers; 
 
D. Evacuation shall be conducted in accordance with the fire and school security drill procedures established 

above, except that no employee may remain in the building to perform specific duties; 
 
E. As a precaution, the Principal will maintain a record of disabled pupils who may require special attention 

in the event of fire or other evacuation. Fire fighters will be promptly informed of the location and special 
circumstances of each such pupil; 

 
F. As soon as practicable after the incident, the Principal shall submit a report to the Superintendent on the 

appropriate form. 
 
Bomb Threat Procedures 
 
A. The Principal shall establish command post (equipped with a phone, and staffed with the head custodian, 

the person who received the call and other key persons determined by the Principal); 
 

B. The Principal or designee will immediately notify police and request them to come to the school, giving 
them as much information as is available, to include the location of the established command post; 
 

C. The Principal or designee will arrange for notification of other building administrators and the head 
custodian; 
 

D. The Principal or designee will conduct a threat analysis based upon the Bomb Threat Report Form and 
other available information; 
 

E. All staff personnel will be notified by the Principal or designee via the school intercommunications system 
to hold students in presently assigned stations until further notice; 
 

F. Class bells will be silenced in order to prevent movement of personnel into the corridors; 
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G. Search procedures will be initiated: 
 

1. A search shall be conducted on each and every bomb threat; 
2. When the Principal or designee shall announce the designated emergency code; 
3. Each employee will inspect the area in which he or she is located for the presence of a suspicious 

device. In addition, each employee will arrange, as soon as possible, for the search of his/her 
assigned area of operation (such as boiler rooms, janitorial closets, locker rooms, offices, media 
centers, health offices, gymnasiums, etc.). 

 
H. Custodians and maintenance will be given specific assignments to search by the Principal or designee 

including: 
 

1. Corridors; 
2. Receptacles; 
3. Closets; 
4. Lavatories; 
5. Receptacles and shrubbery located outside of building. 

 
I. Teaching staff and support personnel who are unassigned at the time the bomb threat is received will be 

requested to remain in the areas where they may be at the time of the emergency until they are notified to 
provide assistance via the intercommunication system; 
 

J. The Principal shall announce when all is clear if no device is found. School shall return to normal 
schedule; 
 

K. Special instructions will be given over the intercom. 
 

Discovery Of Suspicious Device 
 
A. No one shall touch or handle any item suspected of being a bomb; 

 
B. The person discovering the suspected item will notify the Principal or designee immediately; 

 
C. The Principal or designee will arrange to have the area near the device isolated and direct available 

personnel to personally position themselves to prevent entree of persons into the danger area; 
 

D. The Principal or designee will immediately make the following notifications: 
 
1. Police department; 
2. Fire department; and 
3. Clinton Township Superintendent's office; 
 

E. If the item discovered is one that cannot be cleared as harmless, or is found to exhibit any visible 
evidence of being an explosive device, the school will be evacuated to ensure the safety of all persons. In 
the case of a public safety problem - police make determination 
 

F. The Principal or designee will direct the evacuation of all persons from the building via the school 
intercommunication's system using the following procedure: 

 
1. Evacuate immediate area near suspected device first (no one shall be moved past the suspected 

item.) 
2. Evacuate adjacent areas near device; 
3. Evacuate areas immediately above and below device; and 
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4. Evacuate remainder of building. 
 
G. Staff and students will be directed to leave the building and will not be permitted to go to the office areas 

and/or to lockers; 
 
H. Staff shall leave doors and windows open and unlocked; 

 
I. All persons evacuated will be asked to assemble not less than "300 feet" from the building; 
 

1. Appropriate personnel will be notified to initiate plans for the possible shelter and/or relocation of 
evacuees; 

2. After the suspected device has been cleared by public safety officials and is found to be harmless, the 
Principal or designee will make the schedule of bell operations and return the school to its regular 
schedule of operation; 

 
J. If device is located the Principal shall: 
 

1. Confirm that the bomb squad, the police and district administration are notified that a suspected 
device has been located; 

2. Initiate evacuation procedures; 
3. Principals will serve as liaisons in planning, coordinating and implementing evacuation plans.  

 
Responsibilities may include: 

 
a. Scheduling an annual meeting during the summer months to review and update all evacuation 

procedures; 
b. Assuming all supervisory responsibility for students during an evacuation; and 
c. Coordinating alternate evacuation locations and procedures. Orientation of Staff To Bomb Threat 

Procedure 
d. At the opening of school each year, the Principal will review this procedure with all personnel. The 

Principal will make assignments of responsibilities as outlined in the policy. The Principal will 
supply copies of the procedure, and he or she will receive from each person an acknowledgement 
of a clear understanding of his or her assignment. 

 
4. The Principal will arrange to have a meeting or meetings with all support personnel to review this 

procedure at the opening of school. It will be his or her responsibility to make certain that each non-
professional employee understands his or her assignment in the event of a bomb threat. 

5. It will be the responsibility of the Principal to arrange for orientation of all new professional personnel 
to this procedure. 

 
Intruders 
 
A. In the event than an intruder assumed to be dangerous has entered the school facilities, the following 

procedures will be used: 
 
1. The administration will notify the police immediately. At the same time, the administration announce 

the designated intruder code.  
 
2. Upon hearing this announcement the staff is to do the following immediately: 
 

a. Secure the classroom doors, lock and close, keeping all assigned students inside;  
b. Turn off classroom lights and pull window shades; 
c. Move away from doors and windows as much as possible; 
d. Keep everyone in the classroom under all circumstances; 
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e. Ignore all bells until further notice and take all instructions from the intercom; 
f. Not respond to knocking or other signals indicating someone at the door or window; 

 
3. Classes which are outside of the building will proceed to an off-site secure location established by the 

Principal; 
 
4. Students in large group areas such as the library or cafeteria will remain there and the area secured 

by the staff and administration as if it were a classroom; 
 
5. The purpose of this procedure is to both secure all locations to limit access and confine the intruder to 

hallways as much as possible and to remove everyone, staff and students, from possible contact with 
the intruder. Until the administration announces the cancellation of the emergency no one is to be in 
the hallways; 

 
B. Should an intruder situation result in personnel being held against their wills by the intruder the following 

will apply: 
 

1. The administration will call the police immediately. If no intruder alert has been made, none will be. 
Locate the area of the threat and isolate it; 

2. The Principal shall attempt to determine, to the extent possible without approaching the area, the 
names and numbers of persons being held; 

3. Staff shall prevent anyone from approach the area. Only professional law enforcement personnel 
shall deal with the situation as required by law; 

4. Staff shall do that which is necessary to maintain calm and order as much as possible until the police 
arrive; 

 
C. If contact with the intruder is unavoidable, be as calm and non-confrontational as possible; 

 
D. If a hostage situation occurs in a classroom unit, the personnel in the adjoining units are not necessarily 

at risk. They should remain in place, locking doors and windows until the police direct the evacuation. 
 
The purpose of all behavior in these situations is to limit the contact with the intruder as much as possible and 
maintain control over the rest of the school and population so as not to further aggravate the situation or 
enhance the spread of panic and fear. The primary issue is to protect the individuals involved as well as the 
rest of the school population and prevent, to the extent possible, any further developments in the crisis until 
the police arrive to take charge of the problem. Additionally, every effort should be made to provide the police 
with an accurate description of the situation including, diagrams of the building, names and numbers of 
personnel involved, locations of occupied rooms near the crisis, etc. 
 
Natural Disasters and Man-Made Catastrophes 
 
Definitions: 
 
A. "Natural disasters" include floods, hurricanes, earthquakes, lightning strikes; 

 
B. "Man-made catastrophes" include explosions, toxic hazards, airplane accidents, nuclear accidents, and 

attacks. 
 
Procedures: 
 
1. The Principal of each school building is responsible for responding quickly and reasonably to all natural 

disasters and man-made catastrophes. The Principal's primary goal in any emergency is the protection of 
the pupils and staff members assigned to his or her building; 
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2. The Principal shall cooperate with local law enforcement officers, civil defense agencies, and other 
appropriate authorities; 
 

3. All reasonable efforts will be made to predict or anticipate the occurrence of a natural disaster or 
manmade catastrophe and to take such steps in advance as may be necessary to protect pupils and staff 
and, if possible, school property; 
 

4. Any school employee who detects or suspects a natural disaster or man-made catastrophe shall 
immediately evaluate and/or verify the report; 
 

5. The Principal shall report an impending disaster or catastrophe to the Superintendent and the appropriate 
police or civil authority; 
 

6. If necessary and prudent, the school will be evacuated according to the fire and school security drills 
procedures detailed above; 

 
7. The alarm for a disaster or catastrophe will be designated by the building administration; 

 
8. Until their pupils are sent home or they are otherwise excused from their duties, classroom teachers will 

attend to the needs of the pupils assigned to them; 
 

1. Other teaching staff members and support staff members will report to the Principal or their 
immediate supervisor for direction; 

 
2. The following personnel should be prepared to take the actions indicated at the direction of the 

Principal: 
 

a. The school nurse will set up a station for the treatment of injuries and caring for injured and 
shocked persons until transportation to hospital facilities is available; 

b. The head custodian will survey the damage, if any, done to essential school building services, 
such as electrical, gas, water, and fuel. He or she will report any such damage to the Principal 
along with any recommendations for repair or substitution; 

c. The cafeteria manager will assess food and water inventories and establish procedures for 
supplying such food and water as may be required by persons in the school or the school shelter; 

 
3. If the school cannot or should not be re-entered, parents/guardians will be notified and pupils will be 

sent home as follows: 
 

a. Pupils who ordinarily walk to school will be excused; 
b. Pupils who ride school buses will be excused as soon as bus transportation is available; 
c. The Principal may arrange for private vehicle transportation; 
d. Pupils who cannot be sent home safely shall be sheltered in a safe place in the school or in the 

place designated for out-of-school shelter in the school evacuation plan. A teaching staff member 
will be assigned to supervise any such pupils until they can be transferred to the parent or 
responsible adult designated by the parent; 

 
4. Parents/guardians will be informed of the school's response to the disaster or catastrophe by 

implementation of the district parent/guardian notification system; 
 

5. Reasonable efforts will be made to inform parents/guardians promptly of the nature of the emergency 
and to assure them of their children's safety; 

 
6.  The Principal, other administrators, and all school staff members will strive to discharge their 

responsibilities calmly, intelligently, and prudently; 
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7.  The Principal will make a written report to the Superintendent on the nature of the emergency, the 

actions taken in response to the emergency, and the outcome of those actions. The report will detail, 
as necessary, the actions of specific staff members and make such recommendations for 
commendation or discipline as may be appropriate. 

 
Loss of Electricity 
 
When the electricity in the school buildings goes out the following procedures shall apply: 
 
A. Teachers are to remain with their students; 

 
B. All teachers who are unassigned at the time of the electrical loss report to your immediate supervisor; 

 
C. Custodians are to contact or report to your supervisor and wait for directions from the front office; 

 
D. A fire watch is to be established immediately by the head custodian; 

 
E. A staff member will be assigned to every corridor; 

 
F. Inside classrooms will be moved to classrooms with windows, library and the gym; 

 
G. Gym classes will remain outside if originally outside. If inside, move to one side of the gym; 

 
H. All classes with windows are to remain in their rooms; 

 
I. Classes will remain in assigned areas until the front office directs any movement; 

 
J. Any student that absolutely needs to go to the lavatories or nurse, must be escorted by a staff member; 

 
K. The major objective is to remain calm, keep your students calm until the power is restored; 

 
L. If the electrical loss comes during the passing of classes, move to the hallway and move students to their 

next assigned class. 
 

If the loss occurs during lunches, try to maintain order, open the doors, particularly those doors on the lightest 
side of the building. Door jams should be found in fire extinguisher cases. Additional staff will be assigned to 
assist with the cafeteria. 
 
Adopted:  February 10, 2005 
NJSBA Review/Update: December 2015  
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