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Seattle Chinese School Safety and Security Plan

Fire Safety, Security and Evacuation Plan

Fire Safety

If a fire is discovered:
1. Call 911 —report the exact location of the fire and/or activate the fire alarm manual pull station.
2. For small fires, use a fire extinguisher.
3. For large fires, get out of the area/room and close the doors.
4. If your clothing catches fires, Stop, Drop and Roll.
If the fire alarm annunciates (Alarming) — Evacuate immediately; See the Fire Evacuation Plan.
If you are caught in smoke:
The teachers to instruct all students and TA’s to drop to their hands and knees and hold breath as
much as possible. Take shallow breaths through the nose and use your clothing as a filter.
Evacuate the area immediately (see the Fire Evacuation Plan).

. Fire Evacuation Plan (and in case of Fire Alarm horns/strobes are annunciated)

For Teachers and Students

1. Teachers to instruct students and TA’s to move quickly but don’t run.

2. Take only the essential personal belongings, don’t delay. Don’t carry things that could
increase danger or could spill.

3. Do not stop until all students and TA’s in your class reach the designated assembly area.
Teachers to account for all students and TA’s.

4. Teachers to report to the Principal on the status of the class (anyone who is missing or injured).

5. Stay in the designated assembly area until further notice.

Note: Teachers to account for all students and TA’s in the classroom again when the teachers
are instructed to go back to the classroom. Report to the office immediately of any missing
student(s) or TA(s).

For the Principal and Vice Principals:

1. The Principal or Vice Principals to instruct staffs and TA’s in the office to move quickly, but
don’t run. Take only the essential personal belongings, don’t delay.

2. Don’t carry things that could increase danger or could spill. Do not stop until all staffs and
TA’s from the office reach the designated assembly area.

3. The Principal to account for all staffs and TA’s.

4. The Principal to wait for all of the teachers to report in of their status.

The Principal to inform the Fire Marshall and/or custodian of the entire school status. Report

any missing persons from what class.

6. The Principal to instruct all of the teachers if it is safe to go back to the classrooms with the
help of the staffs and the on duty TPSP. This is only when the Fire Marshall has given
permission for the occupants that the building is safe to go back in.

e

H54 2003 5 12 F| 3 |



Page 4

For the On Duty Traffic Patrol and Security Parents (TPSP):

1. Make a round to make sure all of the classrooms are evacuated. Check all of the classrooms
for any remaining persons (See your “Zone” coverage map)

2. Report to the Principal of the status.

3. Wait in the designated area with the Principal to receive further instructions and help the
Principal to give out any instructions.

4. Make a round in the school ground again and follow the security plan for the school ground.
Then, debrief the Principal.

C.  Security Plan

In Classrooms for Teachers:

1. After each recess, the teachers to account for all students within 5 minutes.

2. After 5 minutes of the end of recess, report to the office immediately of any students are
missing from the classroom.

3. Report to the office immediately if the class receives any kinds of threats from within
classroom or from the outsiders.

On the school ground for TPSP:

1. The on duty traffic patrol and security parents (TPSP) to watch the students during each recess.

2. The on duty TPSP to go around school ground to make sure all of the students get back to the
classrooms when the class is in session.

3. If the student(s) is/are found wondering in the hallway, ask the student (s) for name(s),
grade(s) and room number(s). Escort the student(s) back to the classroom(s) and report the
incident to the office.

4. Escort the student(s) to the office and report the incident ONLY if the student(s) refuses to go
back the classroom(s).

5. Report to office immediately if the on duty TPSP receive or believe a threat is posed or a
dangerous situation has occurred.

6. If found any peoples not related with our school and wondering in our campus, ask they to
leave immediately.

On the Office for Principal or Vice-principals:
A. For Missing Students

1. In case of missing student(s), the Principal to dispatch the on duty TPSP and the
staffs to search the school grounds and the classrooms for the missing student(s).

2. After the school grounds and the classrooms are searched and no missing student(s) is
found, contact the parents immediately if the student(s) is with them.

3. After 1 & 2 still no missing student(s), the Principal to call police and report the

potential missing student(s).
4. After 1, 2 & 3, the Principal to keep the parents posted.
B. For Security
1. When receiving any threats, the Principal to call police immediately.
2. When receiving reports of any physical fighting, the Principal to try to calm the
situation down. Call the police if the situation gets worse.
C. Visitor Rule
All visitors must sign in and sign out at the office (room 220).
D. Sign-in and Sign-out Procedure
All parents must sign in and sign out in the office (room 220) when picking up/dropping off your child
during the regular class hours. This does not include the normal drop off and pick up times.
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