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8420 - EMERGENCY SITUATIONS AT SCHOOLS (Evacuation, Fire, Tornado, Lockdown,
Unusual)

The primary consideration in any emergency situation must be the safety of the students and
staff. At certain times, therefore, it may be necessary to ask the staff to perform certain
duties "beyond the call of duty"  in order to provide for the welfare of our students. In the event of
an actual emergency situation, all school personnel, instructional and noninstructional, will be
required to remain in the building until they are dismissed by the principal.

This Guideline is not intended to replace an Emergency Operations Plan, but
incorporates required language and reporting of drills. 

Each school will conduct at least one (1) of the drills required under this procedure (fire, tornado
and/or lock-down) during lunch and or non-instructional time, or at other times when a significant
number of the students are gathered but not in a classroom.

In accordance with PA 271 of 2024 (M.C.L. 380.1308c), the District utilizes standardized response
terminology and protocols as established by the Michigan Department of State Police ("MSP")
Office of School Safety in collaboration with the School Safety and Mental Health Commission.
School staff, students, and emergency responders shall use the following standardized response
terms and directives during emergency situations and drills:

 

1. HOLD ("Hold in Your Room or Area. Clear the Halls.")

Purpose: Used when main hallways/corridors must be kept clear for privacy, medical
emergencies, or minor hallway disruptions while normal instructional activities continue
inside classrooms.

General  Procedures:
 

1. ( ) Staff and students remain in or report to their current room or area.
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2. ( ) Close and latch the classroom door; leave doors unlocked if directed by
administration.
 

3. ( ) Clear all hallways and common areas immediately.
 

4. ( ) Conduct business as usual inside the classroom or learning space until the "All
Clear" is announced.
 

5. ( ) [OTHER]  _____________________________________________________.
 

2. SECURE ("Get Inside. Lock Outside Doors.")

Purpose: Used when there is a potential threat or active hazard outside or near the school
building (e.g., local police activity or dangerous wildlife). Exterior doors are locked;
instruction continues inside as normal.

General  Procedures:
 

1. ( ) Bring all staff, students, and visitors inside the building immediately.
 

2. ( ) Lock all exterior doors and secure perimeter access points.
 

3. ( ) Increase situational awareness; restrict access to and from the building.
 

4. ( ) Conduct business as usual inside the building.
 

5. ( ) [OTHER]  _____________________________________________________.
 

3. LOCKDOWN ("Locks, Lights, Out of Sight.")

Purpose: Used when an active threat or danger exists inside or on the immediate
premises of the building.

General  Procedures:
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1. ( ) Move into the nearest classroom or secure space immediately.
 

2. ( ) Lock classroom and interior doors; turn off classroom lights.
 

3. ( ) Move staff and students out of sight lines from windows and door vision panels.
 

4. ( ) Maintain complete silence and ignore standard class change bells or non-
emergency alarms. Do not open the door for anyone until cleared by law
enforcement or designated school administration.
 

5. ( ) [OTHER]  _____________________________________________________.
 

4. EVACUATE ("To a Location")

Purpose: Used to move staff and students from one location inside the building to another
designated safe location inside or outside the building (e.g., fire, structural emergency, or
post-incident relocation).

General  Procedures:
 

1. ( ) Follow pre-designated evacuation routes or announced alternative directions to
the designated safe zone or relocation site.
 

2. ( ) Bring emergency rosters, class rolls, and necessary medical supplies if safe to do
so.
 

3. ( ) Maintain quiet and order during transit.
 

4. ( ) Perform roll call and student accountability immediately upon arrival at the
assembly area.
 

5. ( ) [OTHER]  _____________________________________________________.
 

5. SHELTER ("For Hazard and Safety Strategy")
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Purpose: Used when personal protection is required for specific hazards such as severe
weather, tornadoes, or hazardous material incidents.

General  Procedures:
 

1. ( ) Announce the specific hazard (e.g., Tornado Warning, Severe Weather, Hazardous
Material Spill) and the corresponding safety strategy.
 

2. ( ) For Severe Weather/Tornado: Move to designated interior shelter areas away
from exterior walls and glass; assume the protective duck-and-cover position.
 

3. ( ) For External Hazmat/Airborne Safety: Seal doors/windows and turn off HVAC
systems as directed.
 

4. ( ) Remain in shelter areas until official instructions or the "All Clear" signal is
communicated.
 

5. ( ) [OTHER]  _____________________________________________________.

EVACUATION

A. When an emergency occurs, the principal shall when feasible, consult with the Assistant
Superintendent whether or not to evacuate the school. An announcement will then be
made to inform staff and students of the emergency procedures that will be followed.

B. If a decision is made to send students home or to a preselected site, attempts will be made
to notify parents by telephone and/or by radio or TV and the public address system will be
used to inform all teachers and students.

The professional and support staff members will supervise the orderly evacuation of the
building.
 

1. If time permits, all students will go to their lockers, unlock them, take a coat if
applicable, and return to class leaving lockers open.

2. The custodian will assign and instruct the members of his/her staff to positions that
allow "free-flow" of traffic on and off school property.

3. Administrators and guidance counselors will report to the office for assignment.
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4. Teachers should take class rolls, including, addresses and telephone numbers of
students as well as emergency information.

5. Teachers will remain (or return) to their regular classrooms and remain with their
students.

6. Clerical personnel will remain at their regular stations except in cases of
reassignment by their immediate supervisor.

7. Cafeteria personnel will remain in their areas until notified to the contrary by the
main office.

C. In case of bomb threat, the fire, police, sheriff's department and the appropriate law
enforcement officials will search the building.

Above all, it is imperative that all personnel remain calm and in control throughout the
emergency.

FIRE DRILLS

In accordance with State law, fire drills are to be conducted periodically. A minimum of five (5) fire
drills  using the EVACUATE protocol   is required for each school year for District buildings that
contain grades kindergarten to 12. Three (3) of the fire drills shall be held before December 1st
and two (2) shall be held during the remaining part of the school year, reasonably spaced.

Each principal shall prepare and distribute fire drill procedures whereby:

A. all personnel leave the building during a drill;

B. the plan of evacuation provides at least one (1) alternative route in case exits or stairways
are blocked;

C. teachers, when the fire alarm sounds, caution students to walk silently and briskly from the
building to a specified location, close all windows and doors of room and turn out lights, if
possible, before leaving, check to make sure any disabled students requiring assistance are
being assisted properly, and conduct roll call as soon as students are at the designated
location to make sure that each student is accounted for;

D. a list is compiled of all disabled students in the building who will require assistance in
exiting the building together with the assignment of a staff member or nonstudent
volunteer in the student's classroom who will be responsible for providing necessary
assistance in an appropriate manner. A person should also be designated to assist a
disabled student when the evacuation signal is given and the disabled student s/he  is in
another area of the building such as the gym, all-purpose room, or lunchroom.
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The principal shall document that each fire drill was conducted in a proper manner and submit
such documentation to the Superintendent at the end of each school year.

TORNADOES AND SEVERE WEATHER DRILLS

Every spring the District faces the possibility of severe weather and tornadoes. A minimum of two
(2) tornado safety drills utilizing the SHELTER protocol   is required for each school year at the
schools in the District. At least one (1) drill shall be conducted during March. These drills shall be
conducted for the purpose of preventing fires and related hazards and  injuries caused by severe
weather.

Each school is to monitor a weather-alert radio for severe weather conditions and each principal
or supervisor is responsible for setting up procedures for notifying their staff and students about
severe conditions and maintaining proper safety.

Tornado Watch

A tornado watch is a forecast of the possibility of one (1) or more tornadoes in a large area. When
a tornado watch is in effect, the District will continue normal activities but move recess and
physical education activities indoors. Each building and department shall designate someone to
be responsible for continuously monitoring the watch while students are in the building or on the
premises. School will not be dismissed early and dismissal time will be at the regular time even if
the watch is still in effect.

Tornado Warning

A tornado warning signals that a tornado has been sighted and may be approaching. Staff shall
open all classroom windows and doors and  proceed with all students to the predesignated
tornado shelter areas and remain there with the students until further notice. Disabled students
who need assistance are to be assisted by the person designated to assist them for building
evacuations. No student shall be allowed out of their his/her  designated area unless the
student's his/her  parent comes to the school and requests that the student be released. A student
is to be released only to the student's his/her  parents.

Procedures:

A. A tornado warning signal is enacted and/or an announcement on the public address
system.

B. All groups outside the building are to return to the school and go to their designated
shelter area.

C. Proceed to predetermined shelter areas.
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1. Students shall line the interior hallways as quickly and safely as possible away from
glass and sit with their backs to the interior wall, knees drawn tightly to their chests,
face positioned between their knees, and their hands over their necks. Students in
wheel chairs are to remain in their chairs with the back of the chair against the
interior wall.

2. Students shall remain quiet to wait for instructions.

3. Staff members shall remain alert for students who evidence signs of stress or panic,
and when necessary, move such students to an area where they will not influence
other students and remain with them until the all-clear signal is given.

4. The principal shall give the all-clear signal and provide further directions.

D. Areas to be avoided.
 

1. Spaces that are opposite doorways or openings into rooms that have windows in
the exterior walls, and areas with large roof spaces.

2. Interior locations that contain glass, such as doors, windows, display cases and the
like.

3. Areas where doors swing. When the storm hits, the doors are likely to swing
violently.

4. Corridor intersections (stay at least ten (10) feet away).

5. Any corridor which has potential to become a wind tunnel.

6. Any wall which is nonload-bearing.

STANDARDIZED EMERGENCY RESPONSE PROTOCOLS AND LOCKDOWN SCHOOL-WIDE LOCK
DOWN PROCEDURES

A minimum of three (3) drills under the LOCKDOWN and SECURE protocols   in which the
occupants are restricted to the interior of the building and the building secured is required for
each school year at a school that operates any of grades kindergarten to 12.

A drill shall include security measures that are appropriate to an emergency such as the release of
a hazardous material or the presence of a potentially dangerous an armed  individual on or near
the premises. The governing body of the school shall seek input from the administration of the
school and local public safety officials on the nature of the drills to be conducted under this
subsection and remain consistent drill shall be conducted in coordination with the local
emergency management coordinator, the county sheriff for the county or the chief of police or
fire chief for the municipality where the school is located, or the designee of the sheriff, chief or
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police, or fire chief and consistently  with applicable Federal, State, and local emergency
operations plans.

DRILL DOCUMENTATION AND WEBSITE PUBLICATION (M.C.L. 29.19)

 

The principal or designee shall document each completed safety drill (fire, tornado, and
security/lockdown). Documentation for every completed drill shall be posted on the [DRAFTING
NOTE: Choose one or both options] ( ) school’s ( ) District’s [END OF OPTION] website within
thirty (30) school days after the drill is completed and maintained publicly on the website for at
least three (3) years.

The Board shall seek input from the administration of the school on the nature of the drills to be
conducted under this subsection.

The posted documentation shall include at least all of the following:

 

1. Name of the school
 

2. School year of the drill
 

3. Date and time of the drill
 

4. Type of drill completed
 

5. Number of completed drills for that school year for each type of drill required (fire,
tornado, and security/lockdown)
 

6. Signature of the school principal or the principal's designee acknowledging the completion
of the drill
 

7. Name of the individual in charge of conducting the drill, if other than the school principal
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Not later than September 15th of each school year, the principal shall provide a list of the
scheduled drill days to the county emergency management coordinator. If a drill is not conducted
on a scheduled drill day due to conditions not within the control of school authorities (such as
severe storms, fires, epidemics, utility power unavailability, water or sewer failure, or health
conditions as defined by the city, county, or State health authorities), the school shall reschedule
the drill to occur within ten (10) school days after the scheduled date of the cancelled drill and the
principal shall notify the county emergency management coordinator of the rescheduled date.

Procedures:

A. When the designated all-call occurs, staff is to stop all class activities and immediately shut
and lock the classroom door and close the blinds. Do not open the door for anyone until
directed by law enforcement officers or the principal. Do not open door to those who do
not give pre-arranged "password".

B. If details are not immediately announced, turn off the lights, close any blinds, and arrange
students in the classroom where they are the least visible.

C. Remain quiet.

D. Free up the classroom telephone.

E. Ignore all bells and keep students in the classroom until further notice.

F. Take attendance immediately and keep attendance book with you as you and your class
may be asked to relocate.

G. Students in the bathroom will be directed to move to the nearest classroom or secure area
by the principal.

H. If a dangerous or suspicious situation is observed in the building, contact the office
immediately.

I. If the class is meeting outside of the building, staff will be notified by the principal as soon
as possible. Please keep the class together and move them to a safe location away from the
building.

J. If students are in the gymnasium, staff will be notified by the principal and are to take
students to the locker room and follow the lockdown procedures.

K. If you are not in your classroom at the time of the lockdown, remain where you are and
follow lockdown procedures.

UNUSUAL SITUATIONS
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The following situations are quite unlikely to occur, but in such an event, use the following
procedural guidelines:

A. Student or staff member held hostage
 

1. Isolate the area. DO NOT make a P.A. announcement or sound the fire alarm. The
nearest administrator will direct teachers and monitors on duty to notify teachers in
nearby classes to take their students to a previously determined area.

2. Notify the police immediately, giving as much information as possible (e.g. number
of terrorists, number of hostages, types of demands being made). Police will be in
charge once they arrive.

3. Notify the Superintendent.

4. Develop a list of casualties, if any.

B. Intruders in building or on school property If an intruder poses an active danger or
threat, staff immediately initiate LOCKDOWN or SECURE rather than approaching
them to ask them to leave. If the intruder does not pose an immediate physical
threat, staff should:
 

1. Ask them to leave.

2. If they do not leave, remind them of trespassing law.

3. Notify administrator in charge and the District office.

4. Avoid any physical conflict or loud verbal altercations.

The principal or any staff member who is involved may notify police if intruders do not
leave and/or call for the assistance of other members of the staff.

C. Unauthorized demonstrators or pickets around building before school opens
 

1. Follow procedures for intruders.

2. Attempt to enter building peaceably.

3. Notify District office.

4. Hold students on the school buses if demonstrators seem to pose a threat.

5. Notify law enforcement officers.
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D. Demonstrators or pickets around building at dismissal
 

1. Follow procedures for intruders.

2. Notify administrator in charge.

3. If demonstrators seem to pose a threat, hold students in class until further notice.

4. Notify law enforcement officers.

E. Student Demonstrators (See AG 5540B)
 

1. Identify the leader or leaders of the group.

2. Notify the group that the administration will confer with the leader(s) but not until
all other students return to class.

3. Meet with leaders if students disperse and return to class.

4. If students refuse to disperse, remind them of truancy regulations and the
consequences of school disruption.

5. With other staff, try to identify as many participants as possible and notify parents
of participants asking them to come to school.

6. Attempt to take pictures and/or video recording of participants.

7. Attempt to keep nonparticipating students away from the demonstration area.

8. Follow through on disciplinary action on students refusing to cooperate.

F. Buses not operating - students in school
 

1. Keep all students in class.

2. Summon all unassigned professional staff members for instruction.

3. Dismiss students with their own cars (or bicycles) but follow Board policy regarding
student passengers.

4. Dismiss students within walking distance after the cars have left.

5. Keep remaining students in school until parents are notified of the problem and
transportation for their child arrives.
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6. Alert cafeteria staff if it appears that large numbers of students will have to remain
at school for an extended period of time.

G. Major disruptions at an assembly
 

1. Bring house lights to full on.

2. If those causing the disruption are too numerous to be handled by professional staff
members on duty, dismiss the assembly and instruct all present to report to next
period class.

3. If few in number, remove them from the assembly and take appropriate disciplinary
action.

4. If those causing the disruption are outsiders, follow procedure for intruders.

CARDIAC EMERGENCY RESPONSE PLAN (M.C.L. 29.19b)
 

The District shall maintain a written Cardiac Emergency Response Plan, based on American Heart
Association guidelines or other nationally recognized and evidence-based guidelines, applicable
during the school day, on school grounds, and during all school-sponsored athletic events or
athletic programs. The plan shall be disseminated throughout each school campus.

 

Procedures:
 

1. Activation: Anyone observing an individual who is unresponsive or experiencing sudden
cardiac arrest shall immediately call 911, notify the main office, retrieve the nearest AED,
and begin CPR if trained.
 

2. Team Response: The main office shall immediately activate the building Cardiac
Emergency Response Team ("CERT") via the public address system. CERT members shall
proceed directly to the victim with emergency supplies and assist EMS upon arrival.
 

3. AED Access & Placement: AEDs shall be located in unlocked, easily retrievable, and
publicly accessible locations throughout school buildings and athletic facilities, clearly
identified with standard signage.
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4. Maintenance: AEDs shall undergo routine inspections and maintenance according to
manufacturer specifications to ensure readiness.
 

5. Training Requirements: All personnel included in the Cardiac Emergency Response Plan,
including high school athletic coaches, must complete and maintain current training in CPR,
AED use (in accordance with American Heart Association guidelines), and First Aid.
 

6. Simulations & Reviews: The building principal shall coordinate at least one (1) annual
cardiac emergency exercise simulation with the response team and conduct an ongoing
annual review (and comprehensive triennial evaluation) of the plan in coordination with
local emergency response agencies.
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