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QUICK REFERENCE 
EVACUATION PROCEDURES (Fire) 

 
ALL BUILDING OCCUPANTS MUST IMMEDIATELY EXIT THE 

BUILDING THROUGH THE APPROPRIATE DOOR. 
 
STAFF 

 
• Keep students calm and quiet 
• The Office will have an updated class list with current attendance  
• Close all windows 
• Leave the lights on 
• Close unlocked door 
• With your students: 

o Proceed to muster point 1 
o Send a runner to field supervisor to retrieve class list to take 

attendance 
o Return to class, Take attendance 
o Send attendance back with runner to field supervisor 

• Re-enter the school/site when directed to by an administrator 
• All staff and visitors not working with students exit to muster point 1 and 

meet at field supervisor position 
 

 
STUDENTS 

 
• Do not go to lockers when the fire alarm goes off – exit the school/site 

immediately with your class 
• If you are on a spare and/or away from your classroom, leave by the 

nearest exit and rejoin your class outside at muster point 1 
• It could be cold and/or wet outside so dress appropriately every day 
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QUICK REFERENCE 
LOCKDOWN PROCEDURES 

 
When you hear the announcement “This is a lockdown. This is a lockdown. 
This is a lockdown.” it will be accompanied by 3 rings of the bell outside to 
signal those staff and students who are outside to proceed to the 1st muster 
point (off-site).  

 
ALL BUILDING OCCUPANTS HAVE 20 SECONDS TO ENTER LOCKDOWN! 
 

STAFF 
 

• Close and ensure that door is locked within 20 seconds of the lockdown 
notification 

• Lock & close all doors, shut blinds, cover windows and turn out lights 
• Move students to the floor away from the door and as ‘out of sight’ as possible 
• Remain quiet and do not allow students to leave the classroom 
• All cell phones turned off! 
• Do not open the classroom door for anyone including police, firefighters, staff or 

students 
• If classes are being held in open areas of the school, move students to a lockable 

classroom or safe area as quietly and quickly as possible 
• Take students to the school’s off-site location as carefully and quickly as possible 

if classes are being held outside when the lockdown occurs 
• If there is a severe weather event, implement the Environmental Safety Plan 
• Focus is on safety only! 

 

STUDENTS 
 

• If outside of a classroom when lockdown is called, proceed immediately to the 
nearest classroom.  

• If unable to enter a classroom or unlocked room within 20 seconds, enter a 
washroom, lock the stall, and stand on the toilet seat. If unable to find a 
washroom, evacuate the building and go to a safe location such as muster point 1. 
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QUICK REFERENCE 
ON ALERT PROCEDURES  

 
When you hear the announcement “School/site is now ON ALERT.”   
 
STAFF 

 
• Clear hallways. 
• Remain calm. Staff must take attendance to ensure all their students are 

present and contact the office of any missing students. Once attendance 
is looked after, instruction and regular instructional activities are to 
resume within the school. 

• Administrators do a complete sweep of the school and school yard to 
ensure that students are in the building and are safe in classrooms. 

• The custodial staff will ensure that all exterior doors are locked. 
• Outside classes are to re-enter the school. 
• After the situation has been resolved, the principal will announce that 

the On Alert is over. 
 

STUDENTS 
 

• If outside of a classroom when the On Alert announcement is given, 
return to your regularly scheduled class.  
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POTENTIAL EMERGENCIES 
 

Edmonton Catholic Schools has identified the following as potential emergencies: 
 
• Fire/Explosion 
• Bomb Threat 
• Gas Leak 
• Flood 
• Severe Weather 
• Chemical Release 

• Building structural 
integrity 
compromised 

• Utility disruption 
• Intruder 
• Weapons 

• Violence 
• Abduction 
• Civil disturbances 
• Suspicious activities 

 
 

PURPOSE OF THE CRISIS MANAGEMENT PLAN 
 
The purpose of this plan is to ensure the safety and well being of students, guests and 
staff in the event of an emergency from within the physical plant or external to the 
school/site building. 
 
 

DEFINITIONS 
 
1. ON ALERT  

On Alert procedures are initiated as precautionary measures. All exterior doors 
are locked, and students do not go outside for recess or lunch breaks. Students 
and staff outside the building are called inside to their classrooms. Activities, 
classes and office duties within the school continue as usual. Entry and exit to the 
school is strictly authorized and controlled. Once the situation is resolved, an 
announcement is made and the school resumes normal operations.  

 
Why implement On Alert?  
An On Alert would be issued to keep students inside the school or a classroom until 
the external environment is safe.  
Examples include: 

• a student requires medical attention and the Emergency Response 
Department is on site. 

• an emergency situation in the neighbourhood is occurring and the police 
have indicated that an On Alert is required as a safety measure. 

• a chemical spill or gas line leak has occurred in the neighbourhood. 
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2. LOCKDOWN 
A Lockdown is initiated only in the case of an immediate threat to the occupants 
of the building. Occupants quickly move to the nearest securable room and lock 
the door. Windows are closed and locked and blinds are drawn. Students and 
staff stay quiet and out of sight away from windows and behind locked doors until 
the threat has passed. 

 
We highly recommend at least 3 lockdown practices per year.  
Planned lockdown:  During class time, staff could be aware of the exact date 

and time of the lockdown. 
Static Lockdown: During class time, staff is unaware of the date and time. 
Dynamic Lockdown:  During dynamic times such as lunch time or recess breaks, 

staff should probably not be aware of the date and time. 
 
3. EVACUATION  

The purpose of an evacuation is to ensure that everyone is out of the building as 
quickly as possible. It may follow a Lockdown but is usually due to a fire or other 
danger to safety within the building. Anyone outside their normal work areas are 
to exit via the nearest exit. Never enter a smoke-filled stairwell; exit via the 
closest alternate route. Those requiring special assistance are to be 
accompanied. Everyone remains outside the school until it is safe to go back 
inside. 
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DECISION-MAKING AUTHORITY 
 
The nature of a school crisis dictates whether school officials will put in place a 
lockdown, on-alert, evacuation, or any combination of these protocols, as a means to 
ensure the safety and wellbeing of students and staff.Decision-making authority rests 
with the principal or designate in relation to board policies and regulations. 
 
 

Comparison of Protocols 

Item On Alert Lockdown 

When to activate 

Precautionary: threat is exterior 
to the school or when the need 
to clear hallways is essential 
such as a medical emergency. 
Examples: chemical spill, 
downed power lines or threats 
of violence in the community. 

Immediate threat to the 
occupants of the building. 
For example, an intruder is 
in the building. 

Exterior Doors 

Locked and closed. Signage 
should be posted outside 
indicating that the school’s 
exterior doors are locked due to 
On Alert. 

Remain status quo. 

Communication 
Method 

PA system: as much detail as 
principal deems appropriate is 
shared. 

PA: “This is a lockdown. 
This is a lockdown. This is 
a lockdown.” 

Classroom Doors Locked: may be open or closed Locked and closed. 

Windows Exterior blinds and windows 
closed. 

All blinds and windows are 
closed or covered. 

Lights On Off 

Attendance 
Taken When On Alert is initiated After the ‘all clear’ is 

announced. 

Teaching & 
Learning 

Continues; however, no outdoor 
activities. Focus is on safety only. 

Letter to parents 
Could be done. Must be 
assessed based on 
circumstances. 

Yes. Must be done as soon 
as possible following the 
incident. 
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COMMUNICATION 

 
• The public address system or intercom will be used by the principal or designate 

for emergency announcements. Methods of communication will be determined 
by the school (ie. land lines in every room, e-mail, etc.) 
 

• The fire alarm will serve as notice for evacuation. 
 
• BACK UP SYSTEM:  The principal or designate will circulate information 

throughout the school/site. 
 
• If it is necessary to provide emergency care or first aid to a student, parents will 

be notified as soon as possible. 
 
• If a decision to close the school/site is made after school/site hours, 

administration will contact School Operations Services to determine the best way 
to advise the public. Staff members will also be notified. 

 
• Community Relations Services shall issue public service announcements to 

inform students, parents, and staff of the plans for emergency dismissal and 
readmission of students. 

 

 
 
 
 
  

How Cell Phones Can Detract From School/site Safety & Crisis Preparedness 
 
Cell phone use by students can impede public safety response by accelerating parental response to the scene 
of an emergency during times when officials may be attempting to evacuate students to another site. 

 
• Student use of cell phones could potentially detonate a real bomb if one is actually on campus. 
• Cell phones have been used for calling in bomb threats to school/sites and, in many communities, cell 

calls cannot be traced by public safety officials. 
• Cell phone use by students can hamper rumor control and, in doing so, disrupt and delay effective 

public safety personnel response. 
• Cell phone systems typically overload during a real major crisis (as they did during the Columbine 

tragedy, WTC attacks, etc.), and usage by a large number of students at once could add to the overload 
and knock out cell phone systems quicker than may normally occur. Since cell phones may be a backup 
communications tool for school/site administrators and crisis teams, widespread student use in a crisis 
could thus eliminate crisis team emergency communications tools in a very short period of critical time. 

www.school/sitesecurity.org/trends/cell_phones.html  

http://www.schoolsecurity.org/trends/cell_phones.html
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EVACUATION RESPONSIBILITIES 
 
The following guidelines are standard procedures, which will enable students to exit 
safely from the school/site. (Please see school/site maps with evacuation routes in 
Appendix II.) 
 

Fire Safety Responsibilities 
 
1. Fire Evacuation 

• Activate the fire alarm. 
• Tell someone to call 911 (a student, another adult). 
• Staff is to attempt to put out the fire only if he/she believes that it is reasonable to 

try and can be done safely. 
• Locate the nearest fire extinguisher and attempt to put out the fire. Use the 

PASS system: Pull – Aim – Squeeze – Sweep  
• If unable, evacuate the building. 

 
2. Regulations Regarding Evacuation of the School/site 
 

• All students and personnel are to stay clear of the school/site to a distance of 
35 metres:   

 (a) to permit unobstructed entry by Fire Department or other Emergency  
  Personnel and 

(b) in case of flying debris from an explosion 
 

• Everyone must go to muster point 1. Should it be necessary, administration 
will direct everyone to muster point 2 or possibly muster point 3 (off-site). 

 
3. Student Responsibilities 
 

• Know locations of exit doors. Highlighted maps outlining evacuation routes 
each year will be located by each classroom door and will be explained during 
the first week of school/site. Student handbooks containing maps will be 
reviewed during the first instructional day or as directed by the principal. 

• Upon hearing the fire alarm, students will leave the school/site in a quiet, 
orderly manner. 

• Students first to arrive at the outside doors should open the doors and hold 
them open until last evacuee is out and then rejoin their own class. 

• In the event they are not in their classroom when the alarm sounds, students 
will evacuate with the nearest group and then join their classes. 

• STUDENTS WILL NOT return to the school/site for any reason unless the 
public address system / bell signals that it is safe (two short rings), or they are 
asked by the principal or designate to return. 
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4. Wheelchair-bound Student Responsibilities 
 

• Staff will assist wheelchair bound students to exit by the nearest door 
• Students in wheelchairs on the second floor should proceed to the nearest 

stairwell where they’ll be assisted by staff 
• On either floor, students accompanied or unaccompanied by an assistant, are 

to proceed to the nearest stairwell 
• Once evacuated, they are to meet their supervising teachers 
• Students with temporary mobility impediments (i.e. cast or 

brace) will proceed with the general student body. 
 
5. Teacher Responsibilities 
 

• Have students turn off cell phones  
• Ensure that students exit in an orderly manner in accordance with the posted 

emergency routes 
• Ensure that no students remain in the areas of the school/site for which they 

are responsible (Appendix IV – Staff Responsibility for Ensuring Evacuation). 
• Ensure that students remain clear of the school/site to a distance of at least 

35 metres – ensure understanding of muster points for various classrooms 
• Ensure their students are accounted for through class attendance list 
• Ensure that student runner reports any missing students to field supervisor 
• Ensure that field supervisor is made aware of any missing students 
• Ensure that lights are left on and instructional area doors are closed 
• Designated fire marshalls perform duties (Appendix IV) 

 
6. Principal or Designate Responsibilities 
 

• is responsible for carrying out all guidelines regarding fire prevention and fire 
drill 

• ensures all personnel are familiar with fire regulations and procedures 
• conducts a fire drill at least three times in each of the fall and spring school 

terms and as often thereafter as deemed necessary as per legislation 
• maintain and make available to the fire department a written record of all fire 

drills held in accordance, showing the date of the drill, the evacuation time 
and comments and recommendations (Appendix III) 

• Alert school/site with a CLEAR notice of evacuation by making a public 
address system announcement or by personal communication throughout 
school/site (in the event of a power outage) 

• Notify Emergency Response Services, if warranted (Appendix V) 
• One administrator meets first responders at the front of the school while other 

administrator(s) work with field supervisor 
• Communicate with field supervisor that all students are accounted for 
• Conduct a search (where possible) for unaccounted students 
• Notify School Operations Services 

 

Safety cannot be assumed, it 
must be practiced!  

Ensure that there is 
dedicated staff able to 
assist student with 
mobility issues. 
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7. Field Supervisor Responsibilities (Administrative Assistant)  
 

• Outside, administrative assistant becomes the field supervisor 
• Take attendance binder and emergency evacuation kit to Muster Point 1 
• Receive information from student runners should there be missing students 

 
8. Custodian Responsibilities 
 

• Report immediately to office in case of emergency 
• Ensure that no students remain in those areas of the school/site for which the 

custodian has evacuation responsibility 
• Ensure, upon arrival of Emergency Response Services, availability to open 

any necessary doors and give assistance related to the building and 
equipment 

• Give guidance / floor plan information to Emergency Response Services and 
identify any potential hazard that may hamper rescue effort; e.g. electrical 
transformers, boiler rooms, gas shut off valves, water mains, Dangerous 
Chemicals list, etc.) 

 
9. Alternate Accommodations 
 

• Should immediate alternate accommodations be needed, use muster point 3. 
• Long-term accommodations will be determined by the principal and senior 

administration in consultation with School Operations Services 
 
10. Fire Warden Responsibilities 

• Must complete a visual sweep/inspection of their designated area to ensure 
the area is 100% vacant. 

• Must shut all doors within their designated 
area. 

 
 

Names of all Fire Wardens 
must be posted on the Fire 
Warden sign. 
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SCHOOLS WITH DEFIBRILLATORS  
 
Definition  
An electrical device used to counteract fibrillation of the heart muscle and restore 
normal heartbeat by applying a brief electric shock.  
 
Location and Use  
A defibrillator must be located in such a way that it is:  

a) readily visible and available;  
b) located near common paths of travel; 
c) free from blockage; 
d) protected from potential damage; 
e) typically within or adjacent to school gymnasium. 
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ENVIRONMENTAL SAFETY PLAN 
 
All decision-making and communications patterns are similar to those found in the 
general plan. 
 
1. Tornado 
The most important part of the Environmental Safety Plan in schools is to develop a 
plan that is tailored to your unique school/site and to the age group of your students. 
However, if this is not possible, students and staff need to be directed into the safest 
areas in an organized manner within very little time. 
 
School Site 

1) Inform staff and/or students in all areas of your site as per your predetermined 
method of communication (i.e. signal, announcement, email). 

• Have an alternate method to notify staff and students in case of power 
failure. (i.e. megaphone) 

2) Implement the Severe Weather Plan 
• Staff members are to lead all students to the designated protective 

area in a calm, orderly manner and get into a protective position as 
soon as possible. 

• Ideally, the lowest possible level is the safest, away from windows and 
glass. 

• Staff and students are to stay in their designated protected areas until 
further communication is received by the school administrator. 

3) Communicate with parents as soon as possible 
4) Should parents wish to pick up their children, they will follow the Family 

Reunification procedures (p.19). 
 
Please note: Conduct regular drills to practice your Environmental Safety Plan. This 
will allow both students and staff to remain calm and move quickly in the event of a 
real tornado. 
 
Definitions: 
Protective Area:  Interior locations on the ground floor, away from windows and glass 
are the best. Students and staff in portable classrooms should move into the main 
school building as soon as possible. Large, open-span areas such as gymnasiums, 
auditoriums and most lunchrooms should not be used for sheltering people. 
 
Protective Position: Staff and students should face 
an interior wall, lie face down, with knees and elbows 
on the ground, and hands over the back of their 
head. 
 
Severe Weather Watch: Weather conditions are 
favorable for tornadoes and other dangerous 
weather to form. Be aware of quickly changing weather conditions.  Be prepared to 
move quickly to the protective area, if the Warning Signal is given. 
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Severe Weather Warning: A tornado or other severe weather event has been 
indicated by radar or has been spotted.  Go at once to the protective area listed 
below and get in the protective position, as shown below.  If you see or hear the 
tornado coming, take cover immediately, do not wait for the Warning Signal. 
 
Weather Radio: Have a weather radio with a warning alarm tone and battery back-up 
to receive warnings quickly and directly from your local National Weather Services 
office. Severe weather events such as a Tornado Watch or Warning will be issued 
when conditions are favorable for severe weather development. 
 

DIGITAL WEATHER ALERT RADIO 
 

To turn the radio on/off, press the “WEATHER/SNOOZE” button. 
Alarm Type - Voice 
When the alert goes off, it will go off for 8 seconds, and then the weather broadcast 
will automatically play for 5 minutes. 
 
Edmonton’s Specific Area Message Encoding (S.A.M.E.) is 076400.  

 
www.ec.gc.ca/meteo-weather 

 
Tests are conducted on the SAME alert feature each week around noon on 
Wednesday. Monthly tests of the tone alert feature occur on the first Wednesday of 
each month. These tests provide an opportunity for listeners to ensure that their 
equipment is in good working order. 
 

 
 
  

Light Colour Meaning Definition 

Red Warning 
An event is occurring, imminent or 
likely. People in the path need to 
take protective action. 

Orange Watch 

Atmospheric conditions have 
increased significantly for an event 
to occur, but location and timing 
are still uncertain. 

Yellow Advisory Atmospheric conditions are right 
for an event to occur. 

http://www.ec.gc.ca/meteo-weather
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2. Power Outage 
 
Understanding that this is situational, schools must develop their own site-plan 
should there be a power outage for an extended period of time. Items to consider 
include: 

• Safety of the students must always be the priority. Students must be kept 
calm and safe. 

• Do not allow students in the halls unattended. 
• Bring students directly into the classrooms with belongings (ie backpacks and 

coats). 
• If there are parents available, ask them to stay and help if they can. 
• Bathrooms do not have emergency lights. Know where the emergency 

lights/flashlights are located. 
• Teachers in classrooms that do not have windows should join another 

classroom that does. 
• Take manual attendance, but do not send students to the office to deliver it. 

Someone will come to your classroom. 
• NO class switches, including flex time. Essentially, the school is ‘On Alert’ 

without the movement between classes. Students must remain with the 
current teacher. 

• Administrators will come to your class to give you updates. 
• Turn your cell phones on and keep them with you. 

 
 
 
 
 
 
 
 
 
 
 
  

Power Outage Plan 
The specifics regarding our plan in case of a power outage are as follows: 
 
Communication: Announcement will be made to inform everyone about the power outage. Mrs. Spilak 
will contact EPCOR to determine the reason for the outage. 
 
Emergency Lighting (such as washrooms): The washrooms without emergency lighting will have 
battery operated lanterns place in them by admin.  
 
Camping Lanterns (Battery Operated) purchased for each of the following Rms. in the event of a power 
outage. These lanterns are kept in each classroom. Teachers can move the classroom to an 
Alternate Room if safety is an issue. 
 
Rm. 113 - Foods Alternate Rm is the Cafeteria 
Rm. 134 - ELL Alternate Rm. is Drama first, then the Cafeteria 
Rm. 135 - Drama Alternate Rm. is the Cafeteria 
Rm. 170 - K & E Alternate Rm. Is CTS  
Rm. 232 - Sci Rm. Alternate Rm. is the TC 
 
Movement between classrooms such as classes with no natural light to classes with natural 
light: 
Students will remain in classes until further notice from admin. Teachers with lanterns and flashlights 
will light the hallways to ensure student safety. Administrators will move around the hall ways with 
lanterns to ensure student safety. 
 
In the event of a long term outage, students will be dismissed for the day. 
 
 
 

      



Holy Trinity High School  Updated September 2020 
 

19 
 

3. Toxic Gas Spill / Chemical Cloud 
 

• Stay indoors 
• Stay tuned to local radio and/or television for public information and 

instruction 
• Keep all doors and windows closed 
• Turn off the main gas valve (Custodian will turn off main gas valve) 
• Close all interior intakes and vents 
• DO NOT operate clothes dryers, range hood vents, exhaust fans, or light 

switches 
 
4. Disaster  / Detonation / Accident 
 

• Listen to radio, monitor TV for emergency broadcasts to substantiate threat 
• Close the school/site and dismiss students as per the communication plan if 

time permits 
• Take students to the most sheltered portion of the school/site building, the 

gymnasium.  If there is insufficient warning for dismissal, move to the core of 
the school/site.  

• Keep students in sheltered area until authorities announce it is safe to leave 
 
5. Bomb Threats 
 

• Take seriously every telephone call, e-mail or letter indicating a bomb or other 
‘threat to life’ 

• Principal or designate will determine seriousness and reality of threat 
• Principal or designate will contact Police (911) and School Operations Services 

and determine whether or not to evacuate, with advice from the Police 
• Follow Police advice on further action to be taken 
• Turn off all cell phones and make sure students also turn off any of their cell 

phone (Cell phones can trigger some types of bombs causing an explosion) 
• If a bomb threat is received by telephone, refer to Appendix VII for questions 

to ask. 
 
6. Attempted Suicide or Other Emotional Emergency (ON ALERT) 
 

• Provide immediate first aid if necessary 
• Contact 911 and School Operations Services 
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Family Reunification Following a School Emergency 
 
Parents should know that the district’s emergency planning and response process 
places a high degree of importance on reunifying parents and students as quickly, 
safely and efficiently as possible. Once the school has met the first priorities of safely 
evacuating children and ensuring student accountability systems are fully 
operational, locations of parent reunification points will be provided in coordination 
with law enforcement and rescue personnel managing the incident.  
 
The reunification process should be designed to meet the specific needs of the 
school, staff, students, and parents in a way that will ensure well-planned, organized, 
and efficient reunification of parents and children. A designated location is to be 
established for parents to reunite with their children following an emergency. This 
may be the school or another location in cases where the school building was 
evacuated. At the reunification site, school administrators and staff is to account for 
all students. Certain emergency situations may not allow for parents to gain 
immediate access to their children. Law enforcement and fire rescue responders 
may limit the number of persons within the affected area as they manage the 
emergency.  
 
Students are released only to authorized individuals listed on school 
documents/PowerSchool. Identification may be required. Sources where parents 
may expect to learn information about the locations of reunification points include: 
 

• All involved staff must clearly know and understand their roles in the 
reunification process.  

• Secure all exterior doors, and assign staff to monitor access points.   
• Assign staff to monitor on-site traffic control. It is extremely important that the 

main access area to the school and fire lanes are clear at all times. 
• Assemble an organized parent/guardian receiving team to receive and direct 

parents/guardians when they arrive. Consideration should be given to setting 
up parent/guardian check-in tables.  

• Assign staff to ask for proper identification in order to verify that the individual 
is authorized to pick up the identified student(s).  

• Ensure that authorized persons follow sign out procedures. 
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APPENDIX I 
School/site Yard – Muster Points 

 

The muster points are: 

Muster Point #1 
See map 

 
Muster Point #2 

See map  

                              

Muster Point #3 
See map  

 
                         Muster Point #4 

See map  

                          
Neighbourhood Muster Point #5 

 

St Theresa Catholic Church 
7508-29 Avenue Edmonton AB T6K 3Y8 
Telephone: (780) 463-8646 
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APPENDIX II 
 

Holy Trinity Evacuation Routes  (Floor Plan) 
 
 

Holy Trinity 
Main Floor 
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Holy Trinity 

Second Floor 
 
 

 
 

 
 

APPENDIX III 
 

Crisis Management Plan Timelines 
 

� CMP reviewed by Administrative Team on August 31 
� CMP shared with staff on August 31 
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� CMP shared with students on September 5 (assemblies) and September 
19(announcements) 
� CMP shared with School Council on September 20 
 

Evacuation Practice (6 times/year) 

Date 
Duration of 

evacuation (time 
in minutes) 

Comments 
(including time) Recommendations 

September 
2021 

    

September 
2021 

   

October  
2021 

   

April 
2022 

   

April 
2022 

   
 

April 
2022 

   

Lock Down Practice (3 times/year) 
Date Comments Recommendations 

October 
2021 

  

November 
2021 

  

February 
2022 
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APPENDIX IV 
 

Fire Marshalls 
(Area of Staff Responsibility for Ensuring Evacuation) 

 
Staff Member Responsible Area 
 
Mrs. McMillan 
 
Mrs. Spilak 
Mr. Heer 

 
Main Floor Office/Muster 
Point 
Muster Point 
Second Floor East 

  
 
Mrs. De Stefanis-King 
Mr. Stewart 
Mr. Martino 
 
Mrs.  Paquette 
Mr.   Downing/Mr. Jubinville 
Mr.   Christianson 
 

 
Muster Point West 
Muster Point East 
Main floor to Cafeteria 
 
Science Prep/Washroom 
Second Floor 
Student Services  
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Emergency Evacuation Kit 
The Emergency Evacuation Kit/Box is located at: The Front Office. The person responsible for ensuring 
that it is current and complete is Mrs. Spilak (Secretary). It must contain: 
 
• Complete list of students with student address, AHC number & parent contact numbers; 
• Complete list of staff names, phone numbers and addresses 
• Telephone fan-out for contacting parents and staff 
• A list of required phone numbers such as emergency services, division staff directory, daycare, bus 

company, etc. 
• Staff and supervision timetables 
• Staff and student absences 
• Crisis Management Plan 
• Evacuation site locations and contacts 
• Flashlight, batteries and megaphone 
• Pens, paper, whistle 
• Facility map with locations of power, water, gas shut-off, master key and access to security box 
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APPENDIX V 
 

Emergency Response Services 
 
 

Police ...................................................................................................... 911 
Fire Department ...................................................................................... 911 
Ambulance .............................................................................................. 911 
School Operations Services ................................................................... 780-441-6090 
 
Poison Control Centre ............................................................................ 1-800-332-1414 
Misericordia Hospital Emergency ........................................................... 780-735-2627 
U.of A. Hospital Emergency .................................................................... 780-407-8433 
Grey Nuns Hospital Emergency ............................................................. 780-735-7180 
Royal Alexandra Hospital Emergency .................................................... 780-735-4444 
 
Emergency Social Services (after hours)................................................ 780-427-3390 
Crisis/Suicide Line .................................................................................. 780-482-4357 
Child Crisis Unit (24 hrs) – Child Welfare Intake ..................................... 780-422-2001 
Child Abuse Hotline ................................................................................ 1-800-387-5437 
 
Gas Trouble ............................................................................................ 780-420-5585 
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APPENDIX VI 
 

First Aiders 
 
 
Standard First Aid Certification Certification Date 
Allan Stewart Nov 15, 2019 – Nov 15 2021 
Kristin Demarco Nov 14, 2020 – Nov 14, 2022 
Owen Martin, Lindsay Lowry, Amy 
Rink, Greg Cook, Matt Wojcicki, 
Katie Wojcicki 

Nov 15, 2019 – Nov 15 2021 

Ainsley, Murphy - First Aid & CPR/AED 
level C 
 

May 29, 2021 – May 29, 2024 

Susie Sirman  Jan 21, 2019 – Jan 21, 2022 
Mary Sekulic  Jan 2019 – Jan 2022 

 
 

Locations of First Aid Supplies: 
Physical Education Office 

Main Office 
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Threatening Call Check List 
 

Remain calm and courteous. Listen! Do not interrupt the caller.  
Obtain as much information as possible. Signal someone nearby while the call is still ongoing so 

that they may contact the police. 
 

Details of message 
Date Time answered Time finished How reported Line number 

Caller’s exact words 

 

 

 

 

Questions to ask if the threat involves a bomb 
1. When is it going to explode? 

2. Where is the bomb right now? 

3. What does it look like? 

4. Where are you? 

5. Your name please? 

6. Why are you doing this? 

Voice on the phone 
Male Female Adult Child 

Intoxicated Accent Approximate age 

Tone of voice Emotional state Speech impediment 

Language use Familiar voice Other 

Background noises 
Music Typing Talking 

Traffic Airplanes Children 

Machines Other Silence 

Remarks 
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Person taking the call 

 
 

 
What Should Parents do in the Event of an Emergency? 
 
Parents and community members play an important role in keeping our schools safe. 
Following all security measures such as 

• signing in at the school office 
• allowing school and emergency services personnel to do their job during an 

emergency 
• keeping contact information up-to-date such as phone numbers and 

emergency contacts 
 
The most helpful parental responses to a school emergency are to remain calm and 
wait for accurate information to be sent to the number listed on your child’s 
emergency contact. We understand it is a natural instinct for parents to want to rush 
to their child. It is important for you to understand that, during such an event, 
individual schools and emergency responders have made preparations to deal with 
these incidents. Your cooperation in an emergency is essential to the safe and swift 
resolution of the incident.  
 
Please do not call the school. It is essential to keep phone lines open so school 
officials can make outgoing emergency calls. If students are ill or injured, the parents 
of those students will be notified first. Please do not go to the school. As we have 
learned from past school emergencies, one of our greatest challenges is how to 
manage an onslaught of parents and concerned citizens rushing to the scene to 
“help.” By doing so, parents can inadvertently create traffic jams that may block 
emergency responders from getting to the scene or leaving if necessary to transport 
injured staff or students to emergency medical facilities. Additional key points: 

• Remain calm, follow procedures, and cooperate with school and public safety 
officials. 

• Remain close to the phone listed as your emergency contact number. 
• Understand that emergency pickup procedures are different than routine 

pickup procedures. You may be required to pick up your child at school or at a 
designated family reunification site. 

• Follow emergency procedures. If you are asked to pick up your child, you will 
be asked to follow the checkout procedure established for emergencies. 

• The reunification system was developed to ensure the safety of students and 
it is vital that the procedure be followed. 

• Remain in designated areas at the family reunification site. 
• Be patient! 
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Responding to Suicidal Risk in Students: A Staff Guide 
 

DO the Following: 
• Remain calm. 
• Take the situation seriously. 
• Use language that supports disclosure. 
• Reinforce the need to involve others 

who can help. 
• Seek support from supervisor. 
• Remain with the student. 

• Ensure the student is accompanied to 
the hospital by a responsible adult. 

• If escort is not parent/caregiver, 
ensure that they are informed that 
their child has gone to hospital. 

• Ensure student is with an adult at all 
times. 

• Document the event afterward. 
Steps to Take When:  

Attempt: 

A student makes a suicide 
attempt at school or returns 
to school having made a 
suicide attempt 

Disclosure: 

A student discloses suicidal 
thoughts or recent self-injury 

Concern: 

A student’s behaviour suggests 
suicidal risk, or concern is 
expressed for a student’s safety 

• Call 911 if an 
emergency. 

• Notify your 
principal/designate. 

• Contact the 
parent/caregiver 
immediately. 

• Accompany the 
student to the hospital 
when it is safe to do so 
and when the 
parent/caregiver is 
unavailable. 

• Notify your 
principal/designate. 

• Contact the 
parent/caregiver 
immediately. 

• Contact your school 
counsellor. 

• Contact 911 and 
request on-site 
assistance, when the 
safety of the student 
indicates this is 
necessary. 

• Accompany the 
student to hospital 
when safe to do so 
and parent/caregiver 
is unavailable. 

• Stay with the student 
until a 
parent/caregiver 
arrives. 

• Contact the student and 
• assess the situation. 
• Consult with your 

principal/superintendent. 
• Contact parent/caregiver 

to discuss concern and 
develop plan for support. 

• Contact your school 
counsellor. 
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Resources 
 

www.edu.gov.on.ca/eng/policyfunding/memos/june2009/LockdownGuidelinesEn.pdf  
 
http://www.rcmp-grc.gc.ca/tops-opst/cbdc-ccdb/telephone-procedure-eng.htm 
 
The Alberta Fire Code – Regulation 2.8.2 states that “total evacuation fire drills shall 
be held at least 3 times in each of the fall and spring school terms” (i.e. 6 times per 
school year) and the person in charge of a building shall maintain and make 
available to the fire department a written record of all fire drills held in accordance, 
showing the date of the drill, the evacuation time and comments and 
recommendations. 
 

http://www.edu.gov.on.ca/eng/policyfunding/memos/june2009/LockdownGuidelinesEn.pdf
http://www.rcmp-grc.gc.ca/tops-opst/cbdc-ccdb/telephone-procedure-eng.htm
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