
Northeastern Catholic District School Board 
 

 

EMERGENCY PREPAREDNESS  
Administrative Procedure Number: APE023 

  
POLICY STATEMENT 
 
The Northeastern Catholic District School Board (NCDSB) is committed to ensuring the safety of 
students and staff in the event of an emergency situation. Accordingly, all schools and worksites 
within NCDSB are required to implement a comprehensive Emergency Preparedness Plan that 
outlines actions to be taken in emergency situations. These plans which include prevention, 
intervention and response measures will prepare students and staff to respond promptly and 
appropriately to emergencies. 
 
REFERENCES 
 
Education Act 
Ontario North East Region Police and School Protocol 
NCDSB Policy 
 E-23 Emergency Preparedness  
NCDSB Administrative Procedure 
 APE036-2 Power and Water Outages in Schools 
 
DEFINITIONS 
 
Emergency  
A 



 

Lockdown 





 

 
3.4 The EPP will address response to such incidents as: 

i) fire and evacuation; 
ii) threats; including, bomb/chemical/other; 
iii) violent incident response (sht 



 

4.3 The main office will normally be the command post location, with another area in the 
school.  This second command post location should have access to a telephone, the PA 
system and washrooms.  
 

4.4 A detailed hard copy and an electronic copy of the floor plan will be provided to the 
police by the Principal or designate. 
 
 

5.0 IDENTIFICATION OF BUILDINGS, EXTERIOR DOORS, CLASSROOMS 
5.1 All rooms within buildings must be clearly identified to assist the police in responding 

to a major incident or threat of violence. This information is essential to identify the 
location of buildings and identify safe access routes for responding emergency 
personnel. 
 

5.2 In situations where more than one building exists on school grounds, each building 
must be clearly identified on all sides of the building with a building identifier, such as 
a number.  All portables must be clearly identified as well. 

 
5.3 All exterior doors must be clearly identified such as doors A, B and C, etc. 

 
5.4 All rooms must be clearly marked with room numbers. 

 
6.0 EMERGENCY RESPONSE KITS 

6.1 Every Principal must ensure that TWO emergency response kits, whose contents are 
updated twice in the school year, are located in the main office of the school and in 
the alternate command site with the following mandatory contents: 
i) Emergency binder containing accurate updated information; 
ii) Environmental and mechanical systems of the school including gas and water 

shut-off locations; 
iii) A complete list of students and staff complete with photographs of students and 

staff (if possible), addresses, telephone numbers, next-of-kin, medical 
information, updated twice in the school year; 

iv) Pictures of school areas (common areas, cafeteria, gymnasium, library); 
v) List of staff members who have a master key. 

 
6.2 This kit is to be transferred to the community emergency response leader (police, fire, 

etc.) in an actual emergency situation.  A master key



 

vi) Blankets 
vii) Bus rosters 
viii) Telephone numbers of teachers with access to cell phones updated annually 
ix) Telephone directory 
 

7.0 TRAINING 
7.1 It is mandatory that emergency response procedures be included in orientation of new 

staff members. 
 

7.2 Principals must establish a method to review emergency response procedures for all 
staff during each school year.   

 
7.3 Principals must establish a method to review emergency procedures with all students, 

through the teaching staff during each school year.   
 

7.4 Where possible, it is advantageous to have emergency response partners (fire, police, 
EMS) present during training and if possible, to assist with training of students and 
staff.  

 
8.0 EMERGENCY DRILLS 

8.1 Every Principal shall hold six (6) emergency fire drills, three times between school 
opening and December 31 and three times between January 1 and the last day of the 
school year. 
 

8.2 Every Principal shall hold two (2) lockdown drills, once per semester.  
 

8.3 Every person in the school shall take part in all emergency drills.  
 

8.4 A record of the emergency drills shall be maintained by the Principal, including date 
and time of the drill, length of time to evacuate and any issues, using the School Fire & 
Evacuation/Lockdown Drill Report. 

 
8.5 The School Fire & Evacuation/Lockdown Drill Report noted in provision 8.4 will be filed 

in the School EPP binder, signed and submitted to the Office of the Superintendents of 
Education on or before Januar0.021  



 

iv) The 



 

12.0 LOCKDOWN 
12.1 Used only in an emergency situation which constitutes potential life-



 

media with the consent of the Director or Superintendent of Education.  No other staff 
member or students are authorized to speak to the media during or after a school 
lockdown. 
 

14.0 LOCKDOWN – RECOVERY PROCESS 
14.1 A debriefing should occur in all situations following a lockdown.  The nature and 

severity of the incident will dictate who should be included in the debriefing. 
 
14.2 In serious situations where injuries or loss of life occur, Tragic Response protocols will 

be implemented. 
 
14.3 Communication will be shared with the school community accordingly. 

 
15.0 THREATS (BOMB/CHEMICAL/OTHER) 

15.1 Principals are required to establish an appropriate response plan with their staff.  The 
Threat Intake Checklist must be reviewed and the form posted by the office telephone.  

 
15.2 A pre-arranged signal or code will be established to convey the fact that there has been 

a bomb threat so that an initial search can be initiated. Staff should have a code by 
which they can signal the completion of the initial search of their designated area. 

 
15.3 All staff shall be informed of the procedures to be followed in the event of a bomb 

threat and procedures will be reviewed/rehearsed at least one-time annually. These 
procedures include, but are not limited to: 
i) Maintain calm and composure; do not alarm students. 
ii) Staff familiar with areas of the school should immediately, but unobtrusively, 

carry out a search and look for unexplained objects in unusual places.  
iii) 



 

15.6 The decision to evacuate a school or workplace location will be the responsibility of 
the Principal or building manager and must be considered after consultation with the 
Police and Superintendent of Education.  



 

ii) Close office area doors but do not touch light switches. 
iii) Be available to assist Principal, staff and students. 
iv) In the event alternate evacuation site must be used, assist Principal. 

 
  Students: 

i) Move immediately from the classroom according to established procedures. 
ii) Follow designated exit routes. 
iii) Exit in single file without talking or running. 
iv) Be prepared to receive instructions from the teachers, Principal, or emergency 

personnel. 
v) Do not stop to retrieve any belongings. 
vi) Do not re-enter the room or school unless instructed to do so. 

 
16.3 Fire Drill Requirements 

i) At least three fire drills will be scheduled between September and December and 
another three fire drills will be scheduled from January to June in each school 
year. 

ii) Information about the drills will be recorded on the drill report form and emailed 
to the Superintendent at the end of each term, on or before January 31 and June 
30 of each school year. 

iii) Record on the drill report the length of time required for evacuation of all 
students including the time to check that the school is empty. 

iv) With each evacuation drill, a different alarm is used to ensure working order.  
Alarms not used during the drills are tested at regular intervals as per Fire Code 
Reference when pupils are not at school. 

v) Contacting Fire Dispatch before and after the drills is the responsibility of the 
Custodian. 
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17.2 Verification Procedures 
i) On a monthly rotation, activate a pull station using a screwdriver or a specific tool 

for the particular pull station, reposition the pull station. 
ii) Verify that all the bells are working and that the annunciator panel(s) indicates 

the proper zone. 
iii) Reset the alarm panel.  If this is impossible, the pull station may have reset 

properly.  Close the pull station again and reset the panel. 
 

17.3 System Must Be Tested on Battery Power 
i) Shut the breaker for the alarm system at the electrical panel.  The alarm panel will 

show TROUBLE due to the power shut-off. 
ii) Go to the nearest pull station and activate the alarm.  Ensure the bells are ringing, 

then close the pull station. 
iii) Reset the alarm, then reset the breaker. 
iv) Call Fire Dispatch: 

Inform them that the alarm test at _____ (name of school) is over. 
v) Ask if the answering service called.  If they didn’t, call the Manager of Plant, who 

will find out why. 
vi) If there are any malfunctions in the alarm system, you must call the servicing 

company.  In addition, a fire watch will have to be initiated and maintained until 
such time as the malfunction has been repaired. 

 
18.0 FIRE WATCH PROCEDURES 
 18.1 In the event of a fire alarm or sprinkler system failure, and/or maintenance repairs in 

institutional, assembly occupancies, residential or commercial buildings, the following 
procedures will be followed: 
i) The Principal or designate will contact the Manager of Plant who will designate 

an individual to implement fire watch procedures. 
ii) All occupants must be notified that the fire alarm and/or sprinkler systems do not 

operate.  Subsequently, if they suspect and/or see a fire during the fire watch, the 
occupants must notify the fire department immediately, identifying the fire watch 
situation and giving the address, location and type of fire.  The occupant must also 
contact the custodian or fire watch person, stating the emergency. 

iii) The fire watch person must contact the fire department personnel at the main 
door with all available information. 

iv) 



 

19.0 CHECK/TEST/INSPECT REQUIREMENTS OF THE FIRE CODE 
19.1 All checks, tests and inspections are per Fire Code, are carried out by the appropriate 

personnel and records are retained.  The following are followed: 
 
 CHECKS means visual observation to ensure the device or system is in place 

and is not obviously damaged or destructed. 
 TEST means operation of device or system to ensure that it will perform 

in accordance with its intended operatic or function. 
 INSPECT means physical examination to determine that the device or system 

will apparently perform in accordance with its intended function. 
 



 

viii) Checking windows and doors are open (tornado only) 
ix) Following classes to the evacuation site if complete evacuation is required or 

remain at the site until situation is resolved. 
x) Determining the process dismissal of students from evacuation site, if necessary. 
xi) Ensuring accurate records are kept of students who leave the site. 
xii) Communicating and attending to follow-up procedures. 

 
 20.6 The Teacher shall execute a controlled evacuation plan including, but not limited to: 

i) 



 

v) 
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