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Table of ContentsIntroduction

Practicing fire and other emergency drills prepares everyone to be able to safely and calmly 
respond to emergency situations. Being prepared for fire and other emergencies that may occur  
is a critical component of every school safety plan. 

• Fire drills shall be conducted each month. The first fire drill must be completed within 10 days  
of the start of classes.

• At least two drills on earthquakes shall be conducted each year.

Indiana Law and DOE Policy requires all schools to develop an "All Hazards Emergency Plan"
and drill students on safety procedures so that students and staff know how to respond to
emergency situations.

As a "best practice", schools should spend 30 minutes each month to instruct students on
emergency procedures.
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"Do the Drill! is a Resource Guide for Safety Planning and Preparedness developed to assist
Hanover Schools in the review and implementation of school safety protocols and evacuation
plans.

It is essential to review your school's safety and evacuation plans on an annual basis to ensure they are
accurate and up to date.

In addition to the information provided in this guide, Administrators and School Safety Specialists
are encouraged to work with local Fire and Law Enforcement Agencies to assist with the development
of emergency and evacuation plans for their specific building.

This includes instruction on Fire, Earthquake, Tornado and Safety Threats (Lockdown, Lockout,
Shelter-in-Place and Evacuation).
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Fire Evacuation Plans shall include  
the following:

• Emergency egress or escape routes and 
whether evacuation of the building is to be 
complete or, where approved, by selected 
floors or areas only.

• Procedures for employees who must 
remain to operate critical equipment before 
evacuating.

• 

• 

completed.
• Identification and assignment of personnel 

responsible for rescue or emergency 
medical aid.

• The preferred and any alternative means of 
notifying occupants of a fire or emergency.

• The preferred and any alternative means of 
reporting fires and other emergencies to the 
fire department or designated emergency 
response organization.

• Identification and assignment of personnel 
who can be contacted for further information 
or explanation of duties under the plan.

• A description of the emergency voice/
alarm communication system alert tone and 
pre-programmed voice messages, where 
provided.

Fire Safety Plans shall include the  
following: 

• Procedures for reporting a fire or other 
emergency.

• Life safety strategy and procedures 
for notifying, relocating or evacuating 
occupants, including occupants who need 
assistance.

• Site plan indicating the following: the 
occupancy assembly point, locations of fire 
hydrants and fire appliances, normal routes 
of fire department vehicle access.

• Floor plans identifying the locations of the 
following: exits, primary evacuation routes, 
secondary evacuation routes, accessible 
egress routes, areas of refuge, exterior 
areas for assisted rescue, manual fire alarm 
boxes, portable fire extinguishers, occupant-
use hose stations, fire alarm annunciators 
and controls, and area separation fire walls.

• A list of major fire hazards associated 
with the normal use and occupancy of 
the premises, including maintenance and 
housekeeping procedures.

• Identification and assignment of personnel 
responsibilities for maintenance of systems 
and equipment installed to prevent or control 
fires.

• Identification and assignment of personnel 
responsible for maintenance, housekeeping 
and controlling fuel hazard sources. 

• Fire safety and evacuation plans shall be 
available in the workplace for reference and 
review by employees, and copies shall be 
furnished to the fire code official for review 
upon request.

• Administration shall distribute to staff 
applicable parts of the fire safety and 
evacuation plans affecting the employees’ 
actions in the event of a fire or other 
emergency.

Fire

Fire Safety and Evacuation Plans 
(Adapted from 2014 Oregon Fire Code, Section 404)

Fire safety and evacuation plans shall be reviewed or updated annually or as 
necessitated by changes in staff assignments, occupancy, or physical arrangement of 
the building.
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Procedures for assisted rescue for persons
unable to use the general means of egress
unassisted.

Procedures to account for employees
and occupants after evacuation has been
completed.



Emergency Evacuation Drills 
(Adapted from 2014 Oregon Fire Code, Sections 405 and 408)

• Where required, prior notification of 
emergency evacuation drills shall be given 
to the fire code official.

• Fire evacuation drills shall be initiated 
by activating the fire alarm system. For 
emergency evacuation drills other than fire, 
alternative means of occupant notification 
must be used.

• Fire drills shall be conducted each 
month; the first drill of each school year 
must be completed within 10 days of the 
beginning of classes.

• 

• An electrically or mechanically operated 
signal used to recall occupant after 
an evacuation shall be separate and 
distinct from the signal used to initiate 
the evacuation. The recall signal initiation 
means shall be manually operated and 
under the control of the person in charge of 
the premises or the official in charge of the 
incident.

• No one shall reenter the premises until 
authorized to do so by the official in charge.

• Responsibility for the planning and conduct 
of drills shall be assigned to designated 
persons of leadership.

• Drills shall be held at unexpected times and 
under varying conditions to simulate the 
unusual conditions that occur in the case of 
fire.

Employee Training and Response Procedures
(Adapted from 2014 Oregon Fire Code, Section 406)

• Employees shall be trained in fire 
emergency procedures described in their 
fire evacuation and fire safety plans (406.1).

• Employees shall receive training in the 
contents of fire safety and evacuation plans 
and their duties as part of new employee 
orientation and at least annually thereafter. 
Records shall be kept and made available to 
the fire code official upon request (406.2).

• Employees shall be trained in fire 
prevention, evacuation, and fire safety. This 
training shall include:

 – Fire hazards of the materials and 
processes to which they are exposed. 

 – Proper procedures for preventing fires in 
the conduct of their assigned duties.

 – Fire alarm and evacuation signals, their 
assigned duties in the event of an alarm 
or emergency, evacuation routes, areas 
of refuge, exterior assembly areas and 
procedures for evacuation.

 – Locations and proper use of portable 
fire extinguishers or other manual fire 
fighting equipment and the protective 
clothing or equipment required for its 
safe and proper use.
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Develop a system for ensuring student/staff
accountability. This may include the use of
a color-coded card notification system: A
"Green Card" denotes that all students are
present,a "Red Card" indicates a discrepancy.
As students/staff arrive at an assembly point,
efforts shall be made to determine if all
occupants have evacuated or have been
accounted for.



Fire Evacuation Tips for Administrators

Fire Evacuation Tips for Classroom Teachers

• Immediately assess the situation. Direct 
staff, students, and visitors to safe 
evacuation assembly area (no less than  
50 feet from building).

• If the alarm has not yet been activated; 
activate the alarm by pulling a fire alarm  
pull station. 

• Call 9-1-1 immediately.
• Clear the building of students, staff, and 

visitors. Assist those who may be injured  
or who need assistance to evacuate.

• If possible, close doors to fire or explosion 
areas as soon as everyone has safely 
evacuated.

• Follow protocols to account for all students, 
staff, and visitors. Provide first aid as 
needed.

• Meet with fire officials upon their arrival and 
provide them with school floor plans and a 
master key. Notify them of the location of 
the fire if known and any missing people, 
injuries, or other problems.

• If instructed by emergency personnel and 
it is safe to do so, turn off power and gas to 
the affected area.

• Keep students and staff in designated 
assembly area. Do not allow anyone to 
enter the building.

• Follow Emergency Communications 
protocols and notify the District Office.

• When authorized officials determine it is 
safe to reenter, announce all clear. 

• If the building is not safe to reenter, follow 
protocols for an Off-Campus Evacuation 
and/or Family Reunification.

• Inform occupants and evacuate area. Take 
the closest and safest exit route as posted. 
Use secondary exit route if primary exit 
route is blocked or hazardous.

• Follow evacuation procedures to outside 
assembly area (no less than 50 feet from 
building).

• Implement plan for students needing special 
assistance evacuating.

• Take class roster and any other agreed 
upon paperwork necessary to account for all 
students.

• If alarm has not yet been activated; activate 
alarm by pulling a fire alarm pull station. 
Notify the administrator with details as soon 
as you are able.

• If you have time, shut windows and doors as 
you exit your classroom. Leave your room 
unlocked so fire personnel can enter to 
extinguish the fire, if necessary.

• Immediately upon arriving at assembly area; 
account for all students, staff, and visitors 
in your care. Report any missing people to 
administration. Some schools use a green/
red card notification system. Green denotes 
all students are accounted for; red denotes 
a problem.

• Do not reenter building until being given the 
all clear by authorized officials.

• Follow district emergency plan and await 
further instruction from the official in charge.
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Earthquake Drill

Earthquake Drill - Administration

Earthquake Tips for Administrators

• When the ground shakes, follow, Drop, 
Cover, and Hold On procedures.

• In a drill, use the public address or intercom 
system to announce: 

“THIS IS A DRILL, THE EARTH IS SHAKING.” 
(repeat the announcement)

“DROP, COVER, AND HOLD ON.”
• If an evacuation with the fire alarm is to  

be used following the Drop, Cover, and  
Hold On drill, contact the alarm company 
and 9-1-1 dispatch in advance.

• Once the shaking stops, initiate evacuation 
procedures.

• 

• Implement Search and Rescue protocols,  
if needed.

• Implement Family Reunification protocols. 
Prepare students, staff, and visitors for 
delayed reunification. Damage to roads 
and bridges may hinder the reunification 
process.

• Implement Emergency Communications 
protocols. Communicate your school status 
to the district office if/when able. Consider 
alternative methods of communications, 
such as, ham radios, bus radios, school  
two-way radios, if the normal methods are 
not available.

• Implement Overnight Sheltering protocols 
for delayed reunification situations, if 
necessary.

• Coordinate with first responders as they 
become available.

• Following a drill: evaluate each aspect of 
the drill including Drop, Cover, and Hold On 
evacuation procedures. 

Earthquake: A sudden and violent shaking of 
the ground as a result of the movement of the 
earth’s crust or volcanic action.

Implement protocol to account for all
students, staff and visitors.
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strike without warning. Being prepared
to take protective measures during the
shaking and responding to the immediate
and short-term needs of students, staff
and visitors after an earthquake are essential
elements of an effective earthquake plan.

Earthquakes are serious threat and can



Earthquake Drill - Classroom Teachers

Earthquake Tips for Classroom Teachers

• All students, staff, and visitors should 
immediately Drop, Cover, and Hold On.

• DROP down onto your hands and knees. 
This position protects you from falling down 
still allowing you to move easily if necessary. 

• Take COVER under a sturdy desk/table. 
Cover your head and neck with your 
arms and hands. If there is no desk/table 
available, get down low near an interior wall, 
again covering your head and neck with 
your arms and hands.

• HOLD ON to the desk/table (or to your 
head and neck) until the ground stops 
shaking. Keep the desk/table over you and 
be prepared to move with it as the shaking 
shifts it around. Turn away from windows, 
light fixtures, and other suspended objects.

• Implement individual earthquake response 
plans for those with access and functional 
needs as best as possible in the setting and 
situation you are in. 

• Provide encouragement and verbal 
instructions to students. Remind them to 
take protective measures while you work to 
keep them calm.

• If the fire alarm sounds while the ground is still 
shaking, wait until the shaking stops before 
exiting.

• Instruct students to stay where they are 
until you assess the situation when the 
shaking stops. There may other potential 
safety hazards to deal with such as broken 
glass, falling objects, debris, blocked or 
jammed exit doors. There may be injuries to 
or students who are trapped and in need of 
immediate attention.

• Safely work to evacuate students. Instruct 
students to watch for hazards, be prepared 
to take alternative routes, and to help one 
another safely exit the building.

• Teachers should pair up. If there are no 
serious injuries or trapped individuals, the 
teachers should evacuate, one at the front 
of the line, one at the rear. 

• If a student or teacher is incapacitated, 
the paired teacher should evacuate both 
classes. If someone is trapped or injured 
and cannot be moved, one teacher should 
remain with the student(s), while the paired 
teacher evacuates both classes to the 
assembly area, reporting to authorities 
where the remaining students/teachers are 
and if they are trapped or injured. 

• Drop, Cover, and Hold On if an aftershock 
occurs while exiting the building. Proceed 
only when the shaking stops.

• Upon reaching the designated safety 
assembly area, account for all students, 
staff, and visitors in your care and report 
medical needs.

• Continue to provide supervision and 
reassurance to students. Prepare them for 
the next step in the process (i.e. sheltering, 
family reunification, etc.).

• When outside, be prepared for aftershocks. 
Drop, Cover, and Hold On if the ground 
shakes. Try to move away from buildings, 
utility poles, trees, and other hazards into a 
clear, open space.

9



Earthquake Drill Checklist

SITE OBSERVER CHECKLIST

Drop, Cover, and Hold On:

 � The teacher led Drop, Cover, and Hold On by example.
 � The students knew the proper procedure.
 � The students:  Dropped under cover  Covered their head and neck  Held On

 � The teacher gave instructions and reassurances.
 � The teacher checked self and evaluated situation.
 � The teacher asked the students to check themselves and others.
 � The teacher evaluated the situation and waited for class composure before initiating an evacuation.
 � The teacher checked with the paired teacher.

Aftershock (two minutes after first shock):

 � The teacher led Drop, Cover, and Hold On by example.
 � The students knew the proper procedure (see above section).
 � The teacher gave instructions and reassurances.
 � The teacher asked the students to check themselves and others.
 � The teacher evaluated the situation and waited for class composure before intiating an 

evacuation.
 � The teacher checked with the paired teacher.
 � Special situations: If there were special situations, either planned or unplanned, how were they 

handled?
Comments: 

Evacuation and Student Accounting:

 � Evacuation was orderly.
 � If there were no serious injuries, the teacher evacuated with the paired teacher, one at the 

front of the line, one at the rear. If a teacher was incapacitated, paired teacher evacuated both 
classes. If a student was injured and could not be moved, one teacher remained with the injured, 
while the paired teacher evacuated both classes to the assembly area.

 � At the assembly area, the students sat down while the teacher took roll.
 � A Student Accounting Form was sent to the Command Post.
 � Special situations: If there were special situations, either planned or unplanned, how were they 

handled?
Comments: 
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Lockdown Drill 

Lockdown: this term is used in a situation 
to quickly secure school students, staff, and 
visitors in the rooms away from immediate 
danger.

All schools and educational institutions must 
have a minimum of two lockdown drills each 
year. All schools should keep a log of the date 
and time these drills have been conducted 
at their school office. Districts must establish 
a district protocol of each procedure. It is 
suggested that districts work with local law 
enforcement agencies when implementing 
these drills. 

Lockdown is called when there is a threat 
or hazard inside the school building. The 
threat may result from an active shooter on 
premises, an intruder, or other disturbance. 

For an armed intruder in the building, on 
campus, or any similar threatening situation, 
staff members with direct sight of the intruder 
or threat should call 9-1-1. They should 
provide 9-1-1 with as much detail as possible 
about what is happening, including suspect 
description, direction of travel, or other 
information. The caller should continue to 
stay on the line with police dispatch. Do 
not hang up as it may be impossible to 
reestablish contact with police dispatch. 

Examples of lockdown conditions:

• Dangerous animal in the school building
• Intruder
• Angry or violent parent or student
• Active shooter

When initiating a lockdown, the following 
announcement will be given over the public 
address system or intercom: 

Students should be trained to:

• Move away from sight 
• Be silent and maintain silence
• Silence all cell phones

Staff/Teachers should be trained to:

• Lock ALL classroom doors.
• Lights out
• 
• Maintain silence
• Silence all cell phones
• 
• Take roll for student accounting

“LOCKDOWN! LOCKS, LIGHTS, OUT OF SIGHT.  
    LOCKDOWN! LOCKS, LIGHTS, OUT OF SIGHT.” 

(repeat the announcement)
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Move out of sight

Move out of sight

Turn out lights

Not open door



Actions

Lockdown protocol demands:

• Locking of individual classroom  
doors or other access points.

• Moving occupants out of sight of  
corridors and windows.

• Having occupants maintain silence. 

There is no call to action to lock the building’s 
outside access points. Protocol advises to 
leave the perimeter or outside as it is; sending 
staff to lock outside doors exposes them to 
unnecessary risk, while inhibiting any first 
responders’ entry into the building. 

Teacher and student training reinforces the 
practice of not opening the classroom door 
once in lockdown. No indication of room 
occupancy should be revealed until first 
responders open the door.

Contingencies

Cellular telephones should be turned off 
or silenced to prevent a threat of detecting 
where students, staff, and visitors may be 
in the building. During an evacuation by law 
enforcement, backpacks and other belongings 
may be left behind.

Clearing Procedure

Lockdown Drill 
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Contigencies - "Hide, Run, Fight"

Clearing a lockdown is typically done by
face-to-face contact with School Administrators,
School Resource Officers, First Responders
or other designated authorities.

If the lockdown is the result of a threat to School
Safety and Security, Law Enforcement Officials
will make the necessary notifications.

During a lockdown, if an additional hazard
happens in the school, such as a Fire, then
decisions based on the current situation will
need to be made and communicated.
Evacuation to a secondary site may be necessary.

During an assault, occupants in unsecured areas
of the building should "Run" from their location
to a secure area. If evacuation is not possible,
individuals must quickly "Hide" of sight and
remain quiet until the scene is secure. As a last
resort, individuals in this situation may be forced
to "Defend" themselves against an attacker by
any means possible.

"Run, Hide, Defend"
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Lockout Drill

LOCKOUT CONDITION 

Schools should know and follow their district 
policy for this drill.

When initiating a lockout, the following 
announcement will be given over the public 
address system or intercom:

Staff/Teachers should be trained to:

• Lock exterior doors
• Close blinds on exterior windows
• Continue with business as usual  

inside the building
• Maintain a heightened awareness  

of the situation

Lockout: this term is used in a potentially 
dangerous situation outside of the school. 
Students and staff are to remain inside while 
the school’s exterior doors are locked. 

“LOCKOUT! SECURE THE PERIMETER,  
    LOCKOUT! SECURE THE PERIMETER.” 

(repeat the announcement)
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A lockout is called when a threat or hazard
occurs outside of the school building. The
source of the threat may be the result of
violence or police activity in the immediate
vicinity, a dangerous animal on school grounds,
or other threat to school safety and security. A
lockout uses the physical structure of the
facility to act as a protective barrier.



Lockout Drill

Actions

The lockout protocol demands bringing students 
into the main building and locking all outside 
access points. Classroom activities should 
continue uninterrupted whenever possible. 
Activities (recess) or classes (gym, science) 
being held outside should return immediately 
to the building. Where practical, classes should 
then continue in the building.

the end of the school day, lunch time, and 
dentist/doctor appointments. Depending on the 
circumstances, there may be times when no 
one can leave the building because of the risk. 
It should be emphasized to students during 
the training period that they, as well as their 
parents, may be inconvenienced as a result 
of the situation. Students and parents should 
understand their cooperation with authorities 
during this time is important in order to ensure 
their safety.

Contingencies

There may be physical attributes to the school 
campus that require special handling of a 
lockout. For example, a school campus where 
there are a number of classrooms in modular 
buildings, student safety may be best served by 
evacuating to the main building instead of going 
to lockout in the modular building; however this 
should be addressed within your school district. 

If during a lockout an additional hazard 
happens inside the school, such as a fire, flood, 
hazardous material/chemical release, then 
decisions based on the current situation will 
need to be made and communicated. 

Evacuation to a different or unusual location 
may be required.

Clearing Procedure

Authorities on the scene will make the 
determination when it is safe to return to the 
school’s regular schedule and routine. The 
communication of the all clear signal may be 
provided by the school administrator by means 
of the public address or intercom system. 

Examples of an all clear signal include:

• “The lockout drill has concluded, resume 
your normal business.”

• “We are no longer in lockout; please go 
back to your regular activities.”

DO THE DRILL — BE PREPARED
PRACTICE MAKES PERFECT! 

Schools should know and follow their district policy for the all clear signal.

14

There may be occasions when students and
staff expect to leave the building, such as at
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Shelter-in-Place Drill

Shelter-in-Place Drill - Administration

Preparedness

• Provide training to staff and students on 
Shelter-in-Place procedures.

• Conduct Shelter-in-Place drills annually.
• Inventory classroom emergency equipment, 

including pre-cut plastic and tape to seal rooms.

• Assess classrooms/offices to determine which 
spaces are appropriate for sheltering use.

• Prepare written/pictorial instructions for 
shutting down heating, ventilating, and air 
conditioning (HVAC) systems.

Response

• Main office receives instructions to Shelter-
in-Place. The instructions may come from the 
local administrator, the district office, a first 
responder (such as fire), or other civil authority.

• Administrator closes the school, activates  
emergency plan, and assumes Incident 
Command role.

• Communicate Shelter-in-Place status (notify 
persons located in remote buildings and 
outside areas).

“SHELTER-IN-PLACE. THIS IS NOT A DRILL.”  
(repeat the announcement)

“STAFF AND STUDENTS PLEASE MOVE TO  
YOUR SHELTER AREAS.”

• Assign responsibilities to others (administrator 
should stay in the command center).

• Notify district office (usually assigned to 
administrative support staff).

• Lock all outside doors (usually assigned to 
maintenance).

• Check halls and non-classroom areas for 
students, move to nearest shelter room.

• Turn off HVAC systems, seal make-up air 
systems.

• Monitor radio and main phone line (allay 
parent concerns).

• Assess needs and provide care.
 – Contact each room to determine needs 

for first aid or other care.
• Wait for instructions or information.

 – If instructed by officials, direct teachers to 
seal rooms with plastic and tape.

 – Communicate updates to staff and 
students as information is received.

• Give all clear signal when safety of the 
environment is communicated.

 – Direct staff and students to exit the building.
 – Once building is clear, direct maintenance 

staff to restart HVAC systems.

Recovery

• Resume normal operations as soon as 
possible.

• Assess the need for aftercare, counseling, or 
Critical Incident Stress Debriefing.

• 
 – Notify district office of any problems.
 – Email staff an overview of the situation to 

minimize misinformation.

 – Prepare a brief letter to parents explaining 
the situation.

• Debrief and evaluate with key staff, including 
first responders.

• Document and report – prepare a report 
documenting the event, response, and result 
of the Shelter-in-Place directive. Revise 

Shelter-in-Place: Students and staff are 
asked to take immediate shelter where they 
are and isolate the inside environment from 
the outside environment. 
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:

Communicate status:

:

:

:

Revise response procedures as necessary.

Shelter-in-Place is initiated to protect
students and staff from the threat of chemical
or biological contaminants released in the
environment. It is also the process utilized to
secure students in designated areas during a
Bomb Threat or Severe Weather situation.



Shelter-in-Place Drill - Classroom/Office

Preparedness

• Explain to students the reasons for  
Shelter-in-Place. Answer questions  
and reassure students. 

• Review Shelter-in-Place procedures 
annually with your students; post  
sheltering guidelines.

• 

Response

• Respond to Shelter-in-Place Alert.
 “Shelter-in-Place. This is not a drill.”

 – Move to your assigned shelter location 
with your students.

 – Gather any students in the hallway into 
your shelter room.

 – Lock all classroom exterior doors. Lock 
all exterior doors near your classroom 
when safe to do so.

 – Close windows. Seal windows with tape 
and plastic if directed to do so.

 – Turn off any classroom HVAC systems; 
cover air vents with plastic.

 – Instruct students to stay calm. Share 
developmentally appropriate information.

 – Do not use the telephone system to 
request information (follow protocols  
for email).

• Assess situation.
 – Inventory any injuries or other problems 

(panic, medical emergencies).
 – Communicate problems to main office.
 – Take a complete written roll of all 

students in your classroom.

• Care for the students in your supervision.
 – Provide first aid if needed. Calm and 

reassure upset students.
 – Use supplies in your emergency kit as 

needed or necessary.
 – Allow students, when appropriate, to 

use cell phones to contact parents (will 
reduce anxiety).

 – Use caution if allowing students to watch 
television newscasts.

 – Try to keep students occupied to reduce 
anxiety.

• Wait for instructions.
 – Seal doors and windows with plastic and 

tape if instructed to do so.
 – Monitor email (if available) for updates 

from administration.

• Wait for all clear signal or communications 
from command post or responders. Follow 
any instructions on exiting or ventilating the 
building.

Recovery

• Assess the need for aftercare or counseling 
for students in your care.

• Contact front office with names and 
telephone numbers of students who need 
counseling.

• Resume normal operations as soon as 
possible.

• Communicate only confirmed information 
to students (expect an email from 
administrators).

• Participate in debriefing sessions. Provide 
feedback to administration to improve 
planning and response cycle.

• Restock emergency supplies as needed.
16

Assess your classrooms and offices to
determine which spaces are appropriate
for sheltering.

. Account for all students and report missing
students to the office.

:

:

:

:



Preparedness

• Explain the reasons for Shelter-in-Place.
• Review Shelter-in-Place procedures 

annually with all maintenance staff.
• Inventory emergency equipment, including 

plastic and tape to seal rooms, doors, and 
HVAC systems; prepare pre-cut plastic 
sheets or prepare other means to seal 
HVAC systems. 

• Assess the ability to shut off and seal HVAC 
systems and other exposures to the outside 
environment. 

• Advise administration of needed equipment, 
supplies, or maintenance.

• Assist in the assessment to determine which 
spaces are appropriate for sheltering use.

Response

• Respond to Shelter-in-Place alert.
 “Shelter-in-Place. This is not a drill.”

 – Close and lock all outside doors and 
windows.

 – Shut down all HVAC systems and seal 
air intakes and exhausts. 

 – Turn off any classroom heating or 
ventilation; cover air vents with plastic.

 – Seal all exterior building openings which 
allow air intrusion.

 – Assist teachers and administrators with 
sealing remainder of building.

• Assess situation.
 – Inventory any major air intrusions and 

report to Incident Command.
 – Communicate other problems to Incident 

Command.
 – Document your actions, including times 

HVAC was shut down.

• 

 –

 – Use supplies in your emergency kit as 
needed or necessary.

 – Allow staff and students to use cell 
phones when appropriate, to contact 
parents (will reduce anxiety).

• Reassess situation and wait for instructions.
 – Reassess building sealing efforts and 

report problems to Incident Command.
 – Reseal doors and windows with plastic 

and tape if instructed to do so.
 – Monitor radio or email for 

communications.
• Wait for all clear signal or communications 

from command post or responders. Follow 
any instructions on exiting or ventilating the 
building.

Recovery

• 

• 

• Document, report, and provide feedback 
to administration to improve planning and 
response.

• Participate in debriefing sessions.
• Restock emergency supplies as needed.

Shelter-in-Place Drill - Maintenance

17

:

supervision:

:

family and reduce anxiety.

.

Assess the need for aftercare or counseling
for personnel under your supervision.

Contact Department Director with names of
staff members who need counseling.

Resume normal operations as soon as
possible.

under your care.
Provide support for the students or staff members
under your care.

Remain calm and reassure others that you are
there to assist them.



Glossary of Terms

Evacuate
Those inside the building are asked to move from a place of danger to a safe place. Students and 
staff are asked to leave the school immediately.

Lockdown
This term is used in a situation to quickly secure school students, staff, and visitors in rooms away 
from immediate danger.

Lockout
This term is used in a potentially dangerous situation outside of the school. Students and staff are 
to remain inside while the school’s exterior doors are locked.

Reunification
A formalized controlled release process in which schools reunite students with their parents 
or guardians following an event or incident occurring at the school. For safety reasons the 
reunification may take place at a location other than the school the student attends.
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Shelter-in-Place
Students and staff are asked to take immediate shelter where thay are and isolate the inside
environment from the outside environment.

Run, Hide, Fight
An "Active Shooter" Response protocol for situations when a secure lockdown is not feasible.
If confronted by an aggressor, victims should try to "Run" from the area as quickly as possible.
If there is no safe escape route, individuals should attempt to "Hide" or conceal themselves away
from the threat and remain quiet. As a last resort, it may be necessary to "Fight" or engage
the attacker to prevent further assaults. In this situation, look for objects in the environment that
can be used as improvised weapons such as a fire extinguisher, chair or other heavy object.

Reunification

Lockout

Lockdown

Evacuate

Drill

A rehearsal of the procedures to be followed in emergency situations; including fires, severe
weather, building evacuations and school violence.



Resources

Guide for Developing High Quality School Emergency Operations Plans

I Love U Guys Foundation

Indiana Department of Education
www.doe.in.gov

Readiness and Emergency Management for Schools
www.rems.ed.gov/OverviewEmergencyOperationsPlans.aspx

rems.ed.gov/docs/REMS_k-12_Guide_508.pdf

www.emrtc.nmt.edu

www.training.fema.gov/emi.aspx
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I Love You Guys Foundation

Guide for Developing High Quality School Emergency Plans

Energetic Materials Research and Testing

Emergency Management Institute - FEMA

www.iloveuguys.org
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FIRE/EMERGENCY EVACUATION DRILL RECORD
Monthly emergency evacuation drills are required under ORS 479.041(1).
The first drill of each school year shall be conducted within 10 days of the beginning of classes (Oregon Fire Code 408.3.1).

School Name: 

Principal/Administrator: 

Address: 

School Year: 

Instructions: 1. Conduct a drill once a month in accordance with your established emergency plan and Oregon Fire Code       
 Section 405.2 and Chapter 421 amending ORS 336.071 (HB2661).

 2. Complete this record after each drill.
 3. This record may be completed and downloaded online at www.oregon.gov/osp/sfm/.
 4. Attach list of staff on duty and participating each time a drill is conducted.

* Duration is calculated from the moment the alarm is activated until the last person reaches safe evacuation area not less than 50 feet from the building.
* Drills should occur during an assembly, gym, class, recess, and with a staged variant such as a blocked exit way at least once per year.
* At least 30 minutes each school month shall be used to required to instruct and drill students on emergency procedures on fires; earthquakes; tsunamis 

(in schools in a tsunami hazard zone); safety threats (including lockdown, lockout, shelter-in-place and evacuation).
* All employees shall be trained in fire prevention, evacuation, emergency lockdown, and fire safety (2014 Oregon Fire Code, Section 406.1 - 406.3.4).

Month Date Time 
Start/End

* Duration 
(in minutes)

Notification  
Method  

(alarm/other)

Weather  
Conditions 

* Special Conditions /Problems Encountered  
(e.g., primary exit doors blocked, students 

missing, problems encountered, special 
assistance required by occupants)

* Staff  
Training  
(Yes/No)

* Student  
Instruction  

(Yes/No)

Type of Drill 
(e.g. Fire, 

Earthquake, 
Lockdown)

SEP /

OCT /

NOV /

DEC /

JAN /

FEB /

MAR /

APR /

MAY /

JUN /

JUL /

AUG /

Total Staff  
Total Students 

12/2015

safety threats (including lockdown, lockout, shelter-in-place and
evacuation).

.

.
throughout the school year and during summer school.

3.

SAMPLE

evacuation)safety threats (including lockdown, lockout, shelter-in-place and evacuation).

All employees shall be trained in fire prevention, evacuation, emergency lockdown and safety.All employees shall be trained in fire prevention, evacuation, emergency procedures and safety.

safety threats (including lockdown, lockout, shelter-in-place and evacuation).

Monthly emergency evacuation drills are held throughout the school year and during summer school.

A minimum of 30 minutes each school month shall be dedicated to instructing and drilling students on emergency procedures for fires,
earthquakes,and safety threats (including lockdown, lockout, shelter-in-place and evacuation).

Attach a list of participating staff members each time a drill is conducted.


