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EMERGENCY EVACUATION PROCEDURE
We will not evacuate the building in the case of loss of heat, water, or power.  We will close the school and contact all parents to collect their children if we are unable to make the building safe as a consequence of these shortages.   
The Emergency Evacuation Procedure will be effective for the following situations: electrical fire; natural disasters; extreme weather conditions; a disgruntled individual that might threaten the well being of the children.
A. After assessing the situation, in certain situations it may be best to remain inside until help arrives. We will be alert to weather conditions and to monitor any significant changes in weather. For most natural disasters it is best to seek shelter on the lowest level of the building and to remain in an inside location away from doors and windows.   
B. The emergency evacuation/outings rucksack is stored in the office. The Head or teacher in charge will bring the bag along during the evacuation procedure; whether or not the group seeks shelter within the building or chooses to leave the building. The emergency evacuation/outing bag contains the following supplies:  
· Notebook and pen 
· First aid kit · Bottled water 
· Contact in Emergency Details 
· [bookmark: _GoBack]Telephone 
C. The implementation of the plan will be as follows:  
1. We will evacuate the building as we would during a fire drill. Fire evacuation procedures are displayed at the exits and on the Notice Boards at Harriet House.  
2.  The staff member responsible for collecting emergency file, keys, telephone will also collect the emergency evacuation bag and 2 way radios if applicable.  
3.  Once all children and staff are safely evacuated from the building, the Head will assess the situation and make the decision to either remain outside the building or to take the children to a safe location.  The safe locations are: the lower playing field or the pre-prep building.  
4. Call parents and inform them that the children are in a secure location. Request that parents pick up children as soon as it is safe to do so. At least two members of staff will remain with the children at all times. A sign will be placed on the school doors for parents who could not be reached. 
5. Before returning to school, check with appropriate authorities to determine if conditions are safe, check operation of all utilities and call parents.
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