	[Type Your School Name] 

~ Emergency Procedure Template ~

	Emergency:  FIRE OR FIRE ALARM

	School resources

	· School Evacuation Plan
· Inclement Weather Procedures

	Community Resources 

	- Fire Department
- Rescue/Ambulance
- Building Official and Fire Marshall
- Insurance Company Representative

  

	Response Actions/Responsible

	1. Upon detection of smoke or fire or a report of a fire, sound fire alarm immediately.  Call 9-1-1.  If alarm is activated from an unknown source, proceed as if there was an actual fire.
2. Evacuate building using the established Fire Evacuation Plan.

3. Investigate source of fire or alarm activation.  Use fire extinguishers to control the fire only if it can be done without injury to staff or others. 

4. An assigned staff member shall assist physically impaired occupants located on floors above or below ground level, and:

•  move handicapped persons to a windowed room,

•  close all doors in the area, and


• remain with the handicapped person(s) until help arrives.

5. Implement Building Crisis Plan.

6. Establish an Incident Command Center at a safe location.

7. Notify Director of Safety and Risk Management.

8. Notify School Superintendent.

9. Complete Critical Incident Report Form.

10. Notify the Communications Department.
11. If injury or damage has occurred, refer to Medical Emergency, Multiple Casualty Incident, Building Loss of Use or Building - Structural Failure Procedures.


12. Make recommendation on cancellation or resumption of routine school operations.

13. Develop and implement a Community Notification Plan.
  

	related response emergencies

	· Building Structural Failure
· Explosion – Gas Leak 
· Hazardous Materials Incident – On Site

· Medical Emergency

· Multiple Casualty Incident

· Power Outage – Utilities Disruption


	caution

	N/A
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