FIRE DRILL PROCEDURES
Teacher/Student procedures:
1. Teacher will line the students by the doorway before leaving the classroom
2. Once lined up, proceed to enter the hallway in an orderly fashion and to the designated staging area (see map)
3. NO TALKING IS PERMITTED!  WALK AT ALL TIMES.
4. At the staging area, each class must stayed lined up in a single file
5. Teacher must take roll call immediately at staging area
6. Each teacher must report to the staging area coordinator of their roll status
7. Teacher must report any disorderly conduct by any students to Staging Area Coordinator for disciplinary actions
Staging Area Coordinator procedures:
1. Each staging area coordinator must check and verify each designated rooms are cleared
2. Make sure each designated room door is closed but DO NOT LOCK
3. Once cleared, proceed to the designated staging area
4. Check with each teacher in the designated area for roll call status (cleared or missing child)
5. Report to command center of any missing child, cleared, or extras
Command Center Officer procedures:
1. Have absent report handy and proceed to Command Center
2. Check off roll call status from each staging are coordinator 
3. ALL students must be accounted for before concluding the drill
4. Once all is cleared, CC Officer can call the conclusion of the drill to the Staging Area Coordinator
5. Staging Area Coordinator  can direct teachers and students to return to classroom in the same orderly fashion as exited
Staff/Parents/Visitors procedures:
1. All parents and visitors on school premise during the drill must participate
2. Parents and visitors are to evacuate to the nearest exit and proceed to Visitor staging area
3. All staff are to evacuate to the nearest exit and report to the Command Center area
4. No parents are allowed to take their child during the drill

Suggested equipment needs:
· Clipboard for Command Center Officer
· [bookmark: _GoBack]Bullhorn for Command Center Officer 
· Whistles for Staging Area Coordinator
· Short-wave radio Staging Area Coordinator and Command Center Officer
· Orange vest for Staging Area Coordinator and Command Center Officer
