

















1.4 Joint Worksite Health and Safety

The Joint Worksite Health and Safety Committee is a group of employee and employer
representatives working together to identify and solve health and safety problems within WRPS.
Committee members consider the impact of health and safety issues within the Division and
work to formulate and recommend solutions to management on corrective measures. No staff
member can hold the committee responsible for unsafe or unhealthy situations. The committee is
responsible for reccommending how health and safety problems might be solved, not for carrying
out the necessary remedial actions.

The Joint Worksite Health and Safety Committee is important for two reasons. First, members
bring a variety of backgrounds, experiences and skills to the table. Secondly, it creates a forum to
which staff members can submit health and safety concerns. It also creates an opportunity for
members to come together to resolve any issues that are brought before them and develop the
procedures to provide a safe and healthy environment within WRPS. It also builds trust and
mutual respect, which are additional benefits.

WRPS Health and Safety Advisory Committee Representatives
e Superintendent

Associate Superintendent: Business

Director of Facilities

Health and Safety Coordinator

Health and Safety Site Leaders

If you have any Health or Safety Concerns notify your Site Health and Safety Leader, the Health
and Safety Coordinator, HR Coordinator or the Associate Superintendent; Business.
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1.5 Employee Supervision

New employees are at a greater risk for accidents than more experienced staff members. Site
supervisors, or in the case of Division Office, the direct supervisor, are responsible for providing
orientations for all staff new to the site to ensure clarity of written role expectations, safety
requirements, applicable personnel procedures as prescribed in legislation, policy, administrative
procedures and contracts.

Supervisors must provide all new employees with appropriate training and ongoing supervision
appropriate to their position. At the Division level, this is accomplished and reported as part of
the WRPS new employee orientation process and involves completion of PublicSchoolWORKS
relevant training modules for all new staff. At the site, the employee’s supervisor will provide a
relevant job specific and site-specific safety orientation and report it on the employee’s
orientation checklist. New employees will be observed and assistance provided for a specific
period by the supervisor or a competent worker. A competent worker is defined as one who is
“adequately qualified, suitably trained and with sufficient experience to safely perform work
without supervision or with only a minimal degree of supervision.” The degree of supervision
will depend on the new employee’s experience and previous training as well as the hazards
related to his/her job. Online safety training will be assigned periodically.

Where an employee works from another location or is working alone, special arrangements for
his/her supervision must be made. These arrangements could include periodic monitoring, pre-
arranged phone calls (e.g. cell phone), a buddy system and/or visits by the supervisor. Employees
MUST have written work procedure to follow, including how to summon assistance in an
emergency. They must also have reviewed the appropriate hazard assessment for their position.

If a staff member deliberately or repeatedly disregards his/her health and safety duties and
responsibilities, or endangers or injures another staff member, disciplinary action may be taken.

1.6 Record Keeping

The retention of all Health and Safety related records is essential to satisfy legislative
requirements and to allow for the analysis of trends. Good documentation will demonstrate that
all elements of the Safety Program are being implemented. Periodic review allows the evaluation
of progress being made and the degree to which the program is effective and areas requiring
additional attention. The Division has implemented this handbook and PublicSchoolWORKS as
its main way of maintaining relevant documentation.
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1.7 Information Posting

WRPS recognizes the need to make information available to all staff members. The Health and
Safety Coordinator will provide all relevant information which will be made publicly available
using a of combination of Health and Safety board, email, online training courses, online safety
manual and written notices to inform staff of information pertinent to their safety and
occupational health.

All Sites must ensure the following are posted on the Health and Safety board at the worksite:
Any safety notice sent out;

WRPS Administrative Procedure 173;

The most recent Joint Worksite Health and Safety Committee meeting notes;

Joint Worksite Health and Safety Committee names and contact information;

(HSR) names

Any compliance order or decision from Alberta Immigration and Employment;
WRPS Health and Safety Manual;

Names of all first aid qualified staff members.

G0 ol O LA b B

All Schools must post, in every classroom, the following:
1. An evacuation plan showing two (2) different evacuation routes from every classroom;
2. Classroom emergency procedures (HourZero Quick Reference Guide found in red
classroom folder).

The following must be filed in Docushare in the site’s Health and Safety file and made available
for examination when requested (H and S Coordinator, Auditors etc.):

1. Fire Alarm Verifications (submitted by Plant Facilities);

2. A record of all fire emergency equipment checks (submitted by Plant Facilities);

3. Quarterly completed site inspection forms ( submitted by Site Supervisor);

4. Annual inspection forms from chemistry teachers and CTS shop teachers.

The following must be recorded in HourZero:
1. All fire drills;
2. All other emergency safety drills.

The following is to be updated and filed in Docushare Health and Safety file prior to September
30th annually:
1. A full chemical inventory.

1.8 Program Monitoring

The Health and Safety program will be reviewed annually by the Health and Safety Coordinator
and recommendations forwarded to the Joint Workplace Health and Safety Committee for
discussion and review.
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2.3 Stoppage of Unsafe Work (OHS Standard - 03)

WRPS is responsible for ensuring the health and safety of every worker present at their worksite.
(OHandS Act 2(1)). Every worker must take reasonable care to protect the health and safety of
themselves and other workers present where they are working. Workers must also cooperate with
WRPS for the purposes of protecting the health and safety of all workers present at the worksite.
(OHandS Act 2(2)). Site Supervisors are expected to stop any unsafe work they note, and take
appropriate corrective action to make the work safe.

Stoppage of Unsafe Work guidelines:

1. Wherever a Site Supervisor notes or is notified of a worker performing unsafe work, or
working unsafely they shall immediately stop the work.

2. Once the unsafe work has stopped, the situation must be investigated and action taken to
eliminate the danger.

3. If the worker does not agree with the recommended corrective actions, the Health and Safety

Coordinator shall be notified immediately.

4. A hazard assessment may be required to completely assess the unsafe condition and identify
appropriate controls to eliminate the unsafe condition.
5. When a hazard assessment is required, Site Supervisors shall:

a. Complete a written hazard assessment in PublicSchoolWORKS to identify the
existing hazards arising from the unsafe conditions and circumstances of the unsafe
condition. The employee(s) affected by the hazard or unsafe condition shall participate in
the hazard assessment.

b. The hazard assessment must be communicated to all employees affected by the
assessment.

c. Take all reasonable and practicable steps to eliminate and/or control the hazards
identified by the hazard assessment. Employees affected by the hazard should participate
in the elimination or control of identified hazards.

d. If the steps necessary to eliminate and /or control the hazards cannot be immediately
put in place action must be taken to ensure that all workers are aware of the hazard or
unsafe condition and work must not be recommenced until the hazard or unsafe condition
has been rectified.

6. All workers must take reasonable care to protect themselves and those around them. Every
worker has the right and responsibility to refuse unsafe work. Whenever this happens this
procedure shall also be used to investigate and correct the situation.

Page 12



2.4 Right to Refuse Unsafe Work

Belief

WREPS is responsible for ensuring the health and safety of every worker present at their worksite.
(OHandS Act Part 1(3)). Every worker must take reasonable care to protect the health and safety
of themselves and other workers present where they are working. Workers must also cooperate
with WRPS for the purposes of protecting the health and safety of all workers present at the
worksite. (OHandS Act Part 1(5)). Site Supervisors are expected to stop any unsafe work they
note and take appropriate corrective action to make the work safe.

There may be work situations you encounter involving safety and health risks that are not normal
for the job. Hazardous and dangerous situations should immediately be reported to your
supervisor in order to prevent an injury or illness. In most cases, the situation can be resolved
immediately by eliminating the hazard. If the situation is not rectified, you have a legal
responsibility to refuse the work. Site Supervisors must respect the workers right to be safe and
take any steps necessary to achieve that goal.

Worker Guidelines:

1. Whenever you encounter a health or safety danger which is not normal for your job, or for
which you have not been trained, you must immediately stop that job, or refuse to start it.
(This type of danger is called an imminent danger)

2. Report, as soon as possible, to your supervisor, or the Health and Safety Representative at the
worksite, telling them of your refusal and giving your reasons for refusing the work.

3. Complete the Refusal to Work report found in PublicSchoolWORKS with your supervisor.

4. The Health and Safety Coordinator will review the Refusal to Work form and resolve the
safety concern.

5. If you are still not satisfied that the danger has been eliminated, you have the right to contact
Workplace Health and Safety at 1-866-415-8690. A Workplace Health and Safety Officer
will investigate and give both you and your supervisor a copy of the report.

Site Supervisor/Health and Safety Representative (HSR) Guidelines:
Upon being notified of a work refusal, the Site Supervisor and the HSR must:

1. Notify the Health and Safety Coordinator;

2. Inspect the dangerous condition in conjunction with the affected employee immediately
when it is reasonably practicable to do so and when it does not create a danger to any
person.

3. Investigate and take action to eliminate the imminent danger, ensuring that no worker is
assigned to use or operate the tool, appliance or equipment or to perform the work for
which a worker has made a notification of a refusal of unsafe work and the reason for that
refusal, unless
e the worker to be so assigned is not exposed to the imminent danger, or
e the imminent danger has been eliminated.

Where the employer assigned another worker to do the work, the employer shall
advise the worker in writing of the refusal and reasons for refusal, the reason why the
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work does not constitute a danger to the employee, and the worker’s right to reuse
dangerous work. (AB OHS Act Part 4 (7))

4. With the affected employee, submit a Refusal to Work Report regarding the work
stoppage including the reason for the work stoppage, findings of the investigation and
corrective action taken. The report can be found in the Hazard and Near Miss Reporting
tab on PublicSchoolWORKS.

5. Give the worker who gave notification of the work stoppage, and the Health and Safety
Coordinator, a copy of the report.

Health and Safety Coordinator guidelines
1. Assist with completing the Refusal to Work report as needed
2. Review the Refusal to Work Report and perform investigation.
3. Prepare final report ensuring worker confidentiality as per AB OHS Part 4 (8) and
distribute the report to:
e The worker who refused the work
e The JWSHSC and HSR

Additional Guidelines

No person shall dismiss or take any other disciplinary action against a worker by reason of a
worker acting in compliance with this Safety Standard. If a worker has refused to work or to do
particular work the worker is entitled to be paid and may be reassigned temporarily.
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2.5 Workplace Hazard Assessments (OHS Standard - 07)

All employers have a legal duty to conduct workplace hazard assessments for all positions within
their area of responsibility. The Health and Safety Code Part 2 requires that every Site
Supervisor must assess their worksite and identify existing or potential hazards. A report must be
prepared reporting the results of the hazard assessment and the methods used to control or
eliminate the hazards.

Hazard Assessment Guidelines:

1. Whenever possible, a worker must be involved in the identification, assessment and control
of the hazards in their work area.

2. The Site Supervisor must ensure that workers affected by the hazards identified in the hazard
assessment report are informed of the hazards and the methods used to control or eliminate
the hazards.

3. A hazard assessment completed in PublicSchoolWORKS may be required to identify the
existing hazards arising from the conditions and circumstances of the employee’s complaint.
The employee(s) affected by the hazard or unsafe condition shall participate in the hazard
assessment.

a. Ensure that the hazard assessment is communicated to all employees affected by the
assessment.

b. Take all reasonable and practicable steps to eliminate and/or control the hazards
identified by the hazard assessment. Employees affected by the hazard should participate
in the elimination or control of identified hazards.

c. Ifthe steps necessary to eliminate and /or control the hazards cannot immediately be
put in place, then administrative action must be taken to ensure that all workers are aware
of the hazard or unsafe condition.

d. Educate and train employees regarding the reporting of Workplace Hazards or Unsafe
Conditions.
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2.7 Working Alone (OHS Standard — 09)

Part 28 of the Alberta Health and Safety (OHS) Code establishes requirements for employers and
employees to follow if employees work alone. Working alone means to work alone at a
worksite in circumstances where assistance is not readily available (e.g. visible or audible
contact with person(s) capable of providing assistance) in the event of an injury, illness or
emergency. A worksite also includes a vehicle used by an employee as part of their job.

Working Alone Protocol:

1. Administrative Procedure 409 Working Alone establishes guideline for WRPS considered
to be working alone.

2. Wherever possible, Site Supervisors shall first consider strategies to eliminate situations where
employees work alone. If employees do not work alone, then the requirements of the Code
do not apply.

If employees work alone, Site Supervisors shall:
a. Identify all employees that work alone.

b. Provide and review a copy of AP 409 Working Alone.

c. Ifrequired, ensure a written hazard assessment is conducted to identify existing or
potential hazards arising from the conditions and circumstances of the employee’s work.
The employee(s) affected by the hazard shall participate in the hazard assessment.

d. Ensure that the hazard assessment is communicated to all employees affected by the
assessment and that further hazard assessments are conducted at intervals of time
appropriate to the conditions and circumstances of the work.

e. Take all reasonable and practicable steps to eliminate and/or control the hazards
identified by the hazard assessment. Employees affected by the hazard should participate
in the elimination or control of identified hazards.

f. Establish an effective communication system between the employee and person(s)
capable of responding to their needs in the event of injury, illness or emergency. This
may include mechanical or electronic communications systems and/or a check in
procedure at intervals appropriate to the nature of the hazard.

g. Educate or train employees regarding working alone requirements, and the safe work
procedures or practices in place to protect them from hazards identified during the
assessment.
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2.8 Visitors, Volunteers, Contracted and Temporary Workers (OHS Standard
-10)

Visitors, volunteers, contracted and temporary workers that perform work for WRPS sites meet
the definition of “workers” under the OHS Act. Anyone that conducts work at a worksite including
volunteers is subject to the same regulatory requirements of the Alberta Health and Safety Act,
Regulation and Code that apply to district employees.

Site Supervisors shall ensure:

1. That division and site specific health and safety requirements are communicated to all
visitors, tenants, volunteers, temporary or contracted workers and students that occupy their
worksite;

2. That only persons authorized by the Site Supervisors may serve as volunteers, visitors or
contracted workers;

3. That the potential or inherent risks associated with the planned activity and applicable
worksite hazards are explained to the prospective volunteer, visitor or contracted worker;

4. That the appropriate orientation, training and supervision are provided for all volunteers,
visitors and contracted workers prior to commencement of their planned activity or service
work;

5. That the Health and Safety Coordinator is consulted prior to the start of work of volunteer,
visitor or contracted worker activities that may involve unusual health and safety risks; and

6. That work-related injuries and illness are reported.

Prime Contractor Requirements:

If there are two or more employers at a worksite (e.g. a painting contractor is hired, or during a
renovation or construction project) the Director: Facilities is responsible for ensuring that a
prime contractor for health and safety is designated in writing. The prime contractor is
responsible for establishing and maintaining an effective health and safety system while the work
is being conducted.

Site Supervisors shall first consult with the Director: Facilities and or the Health and Safety

Coordinator regarding the requirements for a prime contractor prior to engaging the services of a
contractor,
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3.2 Responsibilities and Functions

Health and Safety Coordinator
e General responsibility to ensure the hazard identification system is implemented,
o Identify training needs and provide training opportunities;
e Ensures Hazard Assessment checklists are completed and are provided to the Joint
Workplace Health and Safety Committee;
Assists persons carrying out hazard assessments on request;
Reviews and maintains hazard assessments;
Review work sites periodically and assess for effectiveness;
Reviews the hazard identification systems’ effectiveness on an annual basis, and;

Reports on the Hazard Assessment System’s effectiveness annually to the Associate
Superintendent: Personnel.

Employees
e Cooperate in hazard assessments;

e Complete annual review of job Hazard Assessments and sign off or file a hazard
assessment for safety hazards

Site Supervisors
e Ensure Hazard Assessments are reviewed by staff.

e Control hazards through administrative, engineering, safe work practice/procedures and
personal protective equipment solutions.

3.3 Concern and Complaint Process

1. The employee must address the issue using the Hazard Report Form from

PublicSchoolWORKS.

The supervisor must investigate the concern/complaint and respond to the employee.

If the employee believes that the response is unsatisfactory, he/she shall forward the

concern/complaint in writing to the Health and Safety Coordinator.

4. The Health and Safety Coordinator will investigate and respond to the employee and the Site
Supervisor with recommendations.

5. Ifthe employee is still not satisfied with the response, he/she has the right to appeal to the
Associate Superintendent: Personnel.

w2
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3.4 Field Level Hazard Assessments

A site-specific hazard assessment (also called field-level) is performed before work starts at a
site and at a site where conditions change or when non-routine work is added. This flags hazards
identified at the location (e.g. overhead powerlines, poor lighting, wet surfaces, extreme
temperatures, the presence of wildlife), or introduced by a change at the work site (e.g.
scaffolding, unfamiliar chemicals, introduction of new equipment). Any hazards identified are to
be eliminated or controlled right away, before work begins or continues. The Division calls these
documents Field Level Hazard Assessments (FLHA).

Field level hazard assessments will be completed as per the following requirements:

1;

When new activity has been temporarily introduced at the work site. This includes all
maintenance work performed by Plant Facilities and technology employees.

Work is conducted at a temporary/mobile work site (whether owned by the division or not).

Before work begins on the day of the job. FLHAs shall be completed for each work site and
each task.

Repeated if changes are introduced. Changes may include the addition of another employee
to the task or if an emergency scenario/drill occurs.

5. Controls will be implemented for all identified controls.

6.

Affected employees will participate in the FLHA activity.

Steps to complete the site-specific hazard assessment.

Identify the tasks to be completed.

Assess the work site and identify any hazards.

Eliminate or control hazards.

Communicate the hazards and implement the controls.
Repeat if there are changes to the work site or to the task.

S b S e

Field Level Hazard Assessments are submitted in real time and stored in a shared folder. They
are reviewed by Director of Plant Facilities.
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6.2 Functional Protocols

Functional protocols are procedures that are implemented when a specific action is required,
such as a Lock-Down and may be used to address a variety of situations.

All staff should be prepared to execute any of the functional protocols. Function Protocols
include:

o All-Clear e Buddy Team e Drop-Cover-Hold
e Emergency Evacuations e Hit-the-Floor e Hold and Secure
e Lock-Down e Off-site Emergencies

e On-Alert e Shelter-In-Place e Stay-Put

Basic Principles

1. Always use the fastest safe method of communication to notify others.
2. Do not use codes to communicate protocols — use protocol names.
3. Keep communications brief, clear and succinct.
Always announce the protocol first, e.g. Shelter-in-Place.
b. Follow with additional instructions, if needed.
c. Use inclusive phrases for staff.

It is too lengthy to announce specific instructions that reference the various types of
personnel working in the facility. Therefore, it is assumed phrases such as “Staff...report
to your classroom” means faculty/teachers to their classrooms, admin support staff,
custodians, librarians, etc., to their respective work locations.

d. If school is multi-language or non-English, announce the protocol in English first,
followed by the protocol in the second language, e.g., in French schools announce Lock-
Down: Barricade.
4. Minimize number of people who are potentially at risk as soon as possible.
a. Clear students and non-essential staff away from areas of danger, e.g., if someone is in
the office issuing threats, clear students out of the office.
5. Maintain situational awareness at all times.
6. Always use good judgement.

7. Never put yourself at risk.
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6.3 All-Clear

All-Clear is the term used to advise all staff and students that an incident has been brought to
closure. Only the Incident Commander can issue an All-Clear.

How to Execute an All-Clear

1. Incident Commander announces over the PA system or other communications systems used
by the school: All-Clear

2. Staff resume normal activities, unless otherwise instructed by the Incident Commander.
a. During Lock-Down: In addition to hearing All-Clear, wait for the door to be
UNLOCKED and OPENED before leaving your Lock-Down zone or releasing students
from same. See Lock-Down for more details.

3. If uncertain about an incident being over, continue protocol until reassured that the threat has
been resolved or the incident is concluded.
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6.4 On-Alert

On-alert is an early warning procedure for staff and students. The protocol instructs staff to direct
students to classrooms for a status check as a pre-emptive step in dealing with a possible
emergency or the need for a heightened state of vigilance. On-Alert can help reduce chaos and
account for students and staff prior to facing anticipated danger.

Doors can remain in their current state (locked or unlocked) during an On-Alert.

On-Alert can be used when the Incident Commander believes a situation has the potential of
escalating into a more serious event, €.g., a suspicious person/vehicle is in the vicinity, sever
weather or tornado watch, etc. It can also be used as an advisory tool to inform staff of a
situation affecting the broader community, e.g., reports of a person trolling community
playgrounds. While the school has not been directly impacted by the situation, it is prudent for
staff to receive this information. When On-Alert is used as an advisory tool, it is important to
provide staff with adequate information and instructions so they can take appropriate action
based on that information.

How to Execute On-Alert
1. Incident Commander or designate announces over PA system or other communications
systems used by school: On-Alert, followed by extra information, e.g., On-Alert, go to your

classroom — incident being investigated.

2. All persons return to their classrooms, offices or normal work location. If outside, return to
building.

3. Staff direct students and visitors to appropriate classrooms or offices.
4, Account for all students, staff, and visitors.
a. Teachers take attendance of all students.
b. Designated SERT members account for support staff and visitors.
5. Report attendance using Status Cards.
a. Designated SERT members reconcile attendance.
b. Designated SERT members report status/missing persons to Incident Commander.
6. Wait for instructions from Incident Commander before allowing movement.
a. If someone needs to leave a room, e.g., person needs to go to the washroom, seek
permission from the Incident Commander before permitting anyone to leave.

7. Prepare for possible execution of other protocols, e.g., Lock-Down, Evacuate.

8. Continue On-Alert until Incident Commander issues additional instructions or All-Clear.
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SERT Team
a. Close outside air vents, as needed.
b. Turn off cooling, heating or ventilating systems, as needed.

Remain in Shelter in Place location until Incident Commander issues All-Clear or provided
with new instructions.

Additional Shelter-In-Place Precautions

Certain types of environmental emergencies can pose serious threat to the health and well-being
of students and staff, e.g., carcinogenic materials spills. These emergencies may require
additional Shelter in Place precautions to be taken by the school.

If instructed to do so by Incident Commander:

1.

2
3
4
5

Place pre-cut plastic sheeting (or garbage bags) over windows, and tape in place.
Seal gaps around doors with towels or pieces of clothing.

Tape over cracks and other openings, e.g., electrical outlets, for extra protection.

. Move all persons away from window and doors. Close all shades and drapes.

. Prepare for possible Drop Cover Hold or Emergency Evacuation.
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SERT members must be extremely careful not to jeopardize their own safety or that of any team
members while executing any assigned tasks. At any point during the response, SERT members
need to be prepared to abandon a task and Lock-Down. Calling a Lock-Down: Stay-Put would
signal to responding SERT members that they must also get to a safe Lock-Down space
immediately and execute all the necessary steps.

Unlike other protocols, Lock-Downs use a combination of two elements signifying its closure.
Lock-Downs remain in effect until All-Clear is issued AND doors are unlocked by the Incident
Commander and/or police.

How to Execute Lock-Down

I

10.

L1,

Any staff member realizing threat and danger is imminent announces over PA system or
other communications systems used by school: Lock-Down.
a. If no communication system is available or accessible, shout out Lock-Down.

Staff direct students and visitors to closest designated Lock-Down zone.

Staff lock and secure ALL doors and windows in their zone.
a. Ifpossible and safe to do so, cover all windows. Turn off lights.

Keep away from windows and doors and out of sight lines.

Account for all students, staff and visitors.

a. Teachers take attendance of all students in their zone.

b. Designated SERT members account for support staff and visitors in their zone.
c. Do not use Status Cards unless instructed by Incident Commander.

Stay quiet.

Barricade door(s) and take cover, as appropriate.

Do not allow anyone in or out of room, under any circumstance, until Incident Commander
issues All-Clear AND doors are unlocked by Incident Commander and/or police.

Be ready to execute other protocols.
If fire alarm sounds during Lock-Down: assess situation, then decide best course of action.

Maintain situational awareness and be prepared to execute further action, e.g., run-hide-fight,
as good judgement dictates.
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6.7 Hold and Secure

Hold and Secure is a process used to lock all exit/entrance (exterior) doors of the school when
there is an emergency situation in close proximity to the school, outside the school on school
grounds and/or unrelated to school.

Hold and Secure means all exterior doors are locked; interior doors may remain in their normal
state. Movement is permitted within the building and school activities can continue inside. (7his
is in contrast to Shelter-In-Place, where students and staff may need to move to a specific area of
the school or be confined to their classrooms.) However, as the problem is outside, no one is
allowed out of the building.

The main objective of a Hold and Secure is to protect students and staff by preventing unwanted
individuals from entering the school and keeping the problem outside.

The protocol is generally initiated in response to criminal activity involving police pursuits;
however, it could be used for other emergencies if need be.

Hold and Secure remains in effect until the All-Clear is issued.
How to Execute Hold and Secure

1. Incident Commander or designate announces over PA system or other communications
systems used by school: Hold and Secure.

2. Staff direct students and visitors to normal classrooms or work locations.
a. Call students or staff who are outside the building back into the building.

3. Account for all students, staff and visitors.
a. Teachers take attendance of all students.
b. Designated SERT members account for support staff and visitors.

4. Report attendance using Status Cards.
a. Designated SERT members reconcile attendance.
b. Designated SERT members report status/missing persons to Incident Commander.

5. Staff close all windows and doors to their respective areas/rooms.
a. Close blinds, if available.

6. Security Team (Exterior Door Lock) check and lock all exit/entrance doors and public
exterior windows.

a. Security Team (Exterior Door Lock) should concentrate their initial efforts on locking
doors that are known to be open, e.g., main entrances. Any doors that should
normally be locked, e.g., gym doors leading to outdoors, need to be checked to ensure
they are in fact locked, haven’t been propped open or that a latch did not catch.
Vacant rooms should be checked to ensure there are no open windows, particularly
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when warmer weather prevails. Any special keys, e.g., hex keys, required to lock
exterior doors need to be made available to the Security Team. Where possible, put in
place redundant coverage of door lock responsibilities.

b. Security Team should always maintain communications with Incident Commander,
i.e., carry a two-way radio and/or cell phone, when dooring door/window checks.

c. In the event that a Lock-Down: Stay-Put (see Stay-Put) command is given, abort
attempts to secure exterior doors. Immediately proceed to a lockable room/zone and
secure yourself.

3.1.1 Ifitis discovered while attempting to secure the facility, i.e., while initiating a
Hold and Secure, the problem is now inside and not outside, the Security
Team (Exterior Door Lock) should take immediate steps to secure themselves
in lockable rooms/zones. While protecting safety, attempt to notify the rest of
the team that the situation is now a Lock-Down: Stay-Put situation. If
available, the Security Team should make use of two-way radios when doing
the facility check. In doing so, team members can communicate with each
other and inform the rest of the team of a changing situation. Conversely,
team members can check on the safety of other team members.

Keep all persons away from windows and exterior doors.

Once the facility is secure, the Incident Commander can make the decision to allow students
and staff to move about the building. In doing so, the school may continue to protect
themselves from an outside threat while allowing some flexibility to continue the school day.

a. If students and staff are permitted to move about the building, it must be made
abundantly clear that no one is to leave or open doors to the building. It may be necessary
to take additional steps to protect the integrity of the Hold and Secure.

b. Signage should be used at main entrances to inform visitors/people outside that the
school is in a Hold and Secure and that no one will be permitted into or out of the
building.

i. For schools with older students, it may be necessary to assign sentries at
exterior doors to ensure individuals do not open the doors.

Allow no one in or out of the school until Incident Commander issues All-Clear.
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6.8 Emergency Evacuation

Emergency Evacuation is used to clear all students and staff from a building, in a prescribed and
rehearsed manner, via prearranged evacuation routes. Maps indicating designated routes are
posted or made available in each classroom (contained in the Classroom Emergency Folder).

Classes should utilize assigned or nearest unblocked routes and exit. Upon evacuating the
building, students and staff assemble at the designated Student Assembly Area.

Designated staff should be pre-assigned to assist individuals with disabilities during evacuations.
It is important to discuss any special requirements with local fire officials and make appropriate
provisions to ensure safe passage out of the building.

How to Execute Emergency Evacuation

1.

2.

£ Qi

0 oo

10.

L1,

Incident Commander or designate announces over PA system or other communications

systems used by school: Emergency Evacuation. OR  Fire Alarm sounds.

Teachers use teacher-first: teacher-last principle and do the following:

a. Advise students to go to the pre-designated area at Student Assembly Area.

b. Visually scan adjacent hallway/passageway for hazards: select safe route.

c. Instruct students and any other occupants (volunteers, aides, etc.) to exit room in an
orderly fashion, single file.

d. Direct first person who reaches each door to hold door open until entire class is through,
then fall in a the back of the line. If there are two adults in the room, assign the second
adult to lead the class.

e. Remind lead person to watch for hazards enroute and to touch doors lightly with the back
of his/her hand before opening. If the door is hot, do not open the door. If possible, take
alternate route. If not possible, immediately contact the Incident Commander for
instructions.

f. Count all persons as they exit room.

Ensure everyone is out. Leave room last

a. Windows should be closed only if this does not slow evacuation process.

Close door, leave lights as is and take Classroom Folder/Kit.

Place Status Cards on floor adjacent to room door, ensure visible from hallway/passageway.

Proceed to Student Assembly Area.

Establish Student Assembly Area a safe distance (at least 100m) away from building.

Maintain sufficient space between classes so each class is visibly distinct.

Take student attendance.

Report attendance using Status Cards. Report any missing students by name to the Incident

Commander.

Check on Buddy Team members. Designated SERT members reconcile and report

attendance, including status reports and names of missing persons to Incident Commander.

Continue protocol — do not return to building — until Incident Commander issues additional

instructions or All-Clear.
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6.9 Drop-Cover-Hold

Drop-Cover-Hold is used during incidents related to potential structural damage or falling/flying
debris, e.g., earthquakes, tornadoes, and explosions.

The protocol helps to protect a person from bodily harm caused from falling due to
tremors/building shaking or being struck by debris.

How to Execute Drop-Cover-Hold

1. Any staff member may issue Drop-Cover-Hold as needed.
a. Call out: Drop-Cover-Hold.
OR
b. Incident Commander or designate announces over PA system or other communications
systems used by school: Drop-Cover-Hold.

2. Drop — Drop under desk or sturdy table.
a. Get onto your knees on the floor, leaning over to rest on the elbows, hands clasped

behind the neck, face down.

3. Cover - Stay under cover, with head down between knees.
a. Ensure face and eyes are covered.

4. Hold - Hold onto desk, table or other sturdy furniture.
a. If furniture moves, move with it.

5. Avoid doing Drop-Cover-Hold in areas with hazards such as unsecured lockers, trophy cases,
open cabinets, etc.

6. Remain in Drop-Cover-Hold in areas with hazards such as unsecured lockers, trophy cases,
open cabinets, etc.

Due to the potential for infrastructure damage, e.g., PA systems not working, for incidents
requiring a Drop-Cover-Hold, staff may need to decide when it is safe to move from the Drop-
Cover-Hold position.

For people in wheelchairs:

7. Remain in the chair, set brake and hold on.

Trying to protect head and neck by leaning forward so that the head is lower than the back of the
wheelchair may not be practical for some individuals.
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6.10 Hit-the-Floor

Hit-the-Floor is used when there is potential to be hit by gunshot or flying debris.

Hit-the-Floor is a localized protocol, i.e., it would apply to immediate vicinity of the gunfire or
explosion and not to the entire school. Therefore, it is better to call out the protocol, rather than
to announce it over a broader-reaching communication method such as a PA system — a broader-
reaching communication may confuse others who should not be executing Hit-the-Floor.

How to Execute Hit-the-Floor

1. Any staff hearing gunfire or an explosion may issue Hit-the-Floor.
a. Call out: Hit-the-Floor

2. Drop to the ground immediately, face down as flat as possible.

3. If you are in close vicinity of a safe position, get low and run to that location.
a. Stay as low as possible — move (slither) or crawl away from the danger.
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6.12 Off-Site Emergencies

Off-site emergencies require one staff, i.e., supervising teacher, to assume the position of
Incident Commander, as the Incident Commander MUST be at the Incident site. This individual
is responsible for the overall direction of the response, until a transfer of command occurs and
the new Incident Commander takes over responsibilities.

Off-Site Emergency Procedures

The following steps should be taken upon the occurrence of an off-site emergency. Supervising
teachers must provide the Office with a cell phone number prior to leaving for a trip and carry
the cell phone with them at all times while off-site with students.

2

3.

Supervising teacher shall

Assume command (Incident Commander).

Account for and determine status of all students and staff.

Keep students and staff in a safe location.

Follow incident specific protocol, as best as possible.

Call 9-1-1, as needed.

Contact School. If unable to reach school, call District Emergency Hotline (780-352-
4160). The school contact or EOC Director will activate the Emergency Response Plan
and provide assistance, as needed.

g. Identify students requiring first aid. Administer first aid, according to training

h. Transfer command to arriving authority, e.g., Principal, as appropriate.

he o o

Supervising teacher is responsible for notifying school of delays/changes in itinerary.

School is responsible for notifying parents of delays or changes in itinerary.

Trip planning should include the following emergency preparedness tasks

4,

Field Trip roster - A roster containing the names of all persons (students, staff, chaperones,
etc.) One copy of the roster remains at school. Second copy is carried by supervising
teacher.

Emergency Medical Information should be readily accessible for all students and staff
participating on the trip. If information reflects life-threatening conditions, e.g., allergies,
information should be carried by supervising teacher.

Emergency Contact Information - Student emergency contact records must be readily
accessible. It is advisable to have this information carried by supervising teacher in hard-

copy format.

Identification - All personnel participating in trip must carry proper identification on them.
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