
 
 

• A school Administrator will be present at each identified “Emergency Exit" to observe 
how Teachers/Students/Staff exit the building.  Times will be logged. 

• Teachers are responsible for familiarizing themselves with the FIRE DRILL MAPS that 
are posted in front of each exit door.  

• Teachers must review both the PRIMARY and the ALTERNATE Exit Routes with their 
students on the first day of school and at least once every quarter.  

• When fire alarm is heard, Teachers must direct their students to leave the building. 
They must walk out carefully in silence in a single file without taking any personal 
belongings with them. 

• Teachers must be the last ones to leave their classroom after making sure all 
students have left the room. On their way out, teachers are to turn off all the lights 
and close their classroom doors. 

• Teachers are required to bring their Grade Books with student names and the Red/
Green paddles located by the exit doors. 

• Once outside, students are to line up at their 
designated areas facing AWAY from the 
building and remain standing silently until told 
to return to class by a School Administrator. 

• Once Teacher successfully completes their 
“Roll Call”, they must hold their paddles up 
with the GREEN side facing the school to 
inform Administration that everyone for that 
class is present.  

• If a student is missing or unaccounted for in 
the line, teacher must hold up the RED side of 
the paddle and steps will be taken to locate the 
missing child. Once all students are accounted 
for, the paddle should be turned to the GREEN 
side.  

• Students must remain standing outside with 
their Teacher until instructed by an 
Administrator to return to class. 
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