
“Schools are places where emergency preparedness is critically important to the  

well-being of students and employees and to the confidence that parents feel in  

entrusting their children to the care of educators in BC schools.”

BC Ministry of Education

School emergencies may occur anytime and anywhere. It is important for schools to ensure that 
they are prepared before an emergency happens. This resource is designed to help schools and their 
Emergency Management Teams navigate the process of critical incident planning and stimulate 
thinking about the process. Every school community has its own culture and way of being: emergency 
plans need to fit the unique needs of your independent school community.

Prices by Subscription*

CSC/CSI/CEN Schools: 1st year: $200/ next 4 years: $100/year + 5% GST

*for more information and subscription agreements email: contact@scsbc.ca

POL IC IES  +  P RO CE DU RE S

S U B S C R I B E

R e s p o n d i n g 
 to a School Emergency

Prepare, Mitigate, Respond and Recover from Emergencies, 
Disasters and Critical Incidents

A Resource for Member Schools and Subscribers

PU T T I NG  A N  E F F E C T I V E  P L A N  I N  P L A C E  

     2018 SCSBC’s Responding to a School Emergency resource meets all expectations and requirements of the BC Ministry of Education’s Emergency 
Management Guide; thereby meeting all compliance requirements.  



 

1 

 Responding to a School Emergency © 2018 Society of Christian Schools in British Columbia 

Responding to a School Emergency 
Putting an Effective Plan in Place 

 

Table of Contents 

Section 1 – Introduction 

1. Definition of Emergency; Disaster; Critical Incident  
2. Designation of the School Critical Incident Commander  
3. Emergency Management Planning  

a. Step 1  
b.   Step 2  

4. Emergency Management Cycle  
a.   Phase 1: Prevention  
b.   Phase 2: Protection  
c.   Phase 3: Mitigation  
d.   Phase 4: Response  
e.   Phase 5: Recovery  

5. Emergency Management Lists  
a.    Emergency References - Websites  
b.   Emergency Plan Distribution List  
c.    Emergency Contact Information  

6. Putting an Effective Plan in Place  
 

Section 2 - Emergency Management Planning  

1.  Determine where you will begin  
2.  Form an Emergency Management Team (EMT) 
3.  Develop a School Profile 
4.  Develop Community Key Contacts 
5.  Develop Emergency Response Procedures 

a.   Drop, Cover and Hold 
i.  Earthquake  
ii. Explosion 

b. Hold and Secure (Emergency Situation outside the School) 
i.  Police incident, traffic accident, civil disturbance 

c. Shelter in Place (Environmental Hazard Outdoors) 
i.  Weather Events 
ii.  Environmental Events (Chemical, Gas or Hazardous Materials) 
iii. Dangerous Wild Animal 

d. Evacuate (Internal Hazard) 
i.   Fire 
ii.  Hazardous Material Spill 
iii. Explosion or Threat of Explosion 
iv. Post-earthquake 
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v.  Gas Leak Inside School  
e. Lockdown (Armed or Violent Intruder in the School or Imminently Arriving) 
f. Room Clear (Medical Emergency or Aggressive Behaviour) 
g. Directed Evacuation (External Regional Hazard) 
h. Violence Threat/Risk Assessment (VTRA) 

6. Develop a Critical Incident Response Plan 
a. Introduction 
b. Critical Incident Response Planning Checklist 
c.   Critical Incident Response Planning Protocol 
d.   Roles during a Critical Incident 

i. Critical Incident Response Team Role 
ii. Teacher’s Role 
iii. Role of Other School Staff 

7. Develop a Student Release Plan  
8. Equipment and Supplies 
9. Provide Staff Education and Training 
10. Keeping the Emergency Management Plan Up-to-Date 
 

Section 3 – Emergency Communication Plan 

1. Purpose of the Plan: 
2. Plan Objectives  
3. Readiness Preparation 

a.  Identify a Communications Team 
b.  Identify a Spokesperson 
c.  Communicate the Roles and Responsibility of the Communications Team 

i. Emergency Communications Team Leader 
ii. Family Liaison 
iii. Spokesperson 

d.  Develop a Media Strategy 
4.  Response 

a.  Effective Emergency Communication (CDCP, 2014):  
b.   Message Mapping 
c.  Tips for the Spokesperson 
d.  Immediate Response to Inquiries 

i.     General Media Interview Goals and Pitfalls  
ii.    Press Conference Guidelines 
iii.    Special Considerations for In-Person and Telephone Interview 
iv.     Special Considerations for Television and Radio Interviews  
v.     Working with Social Media  
vi. Working with Mobile Media 
vii.     Parent-Child Reunion Procedures 

5. Follow Up 
 

Section 4 – Hazard Specific Guide 

1.  Abduction 
2. Bomb Threat  - Phone/Email/Handwritten Note 
3.  Child Abuse 
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4.  Death of Student(s) and/or Staff 
5.  Field or Bus Trip Emergency 
6.  Fight  
7.   Medical Emergency 
8. Missing Student 
9.  Self-Injury 
10. Suicide 
11. Tsunami 
12. Weapons  
 

Section 5 – Recovery  

1.   Emotional and Psychological Recovery: Responding to Trauma 
2.   Physical and Structural Recovery 
3.    Continuity of Operations 
4.   Restoration of Academic Learning 
5.   Debriefing Session 
6.   Fostering a Positive School Culture 
7.   Anniversary Dates 
 

Appendices: 

Appendix 1:  Emergency Management Planning 

Appendix 2:  Emergency Protocols 

Appendix 3:  Student Emergency Release 

Appendix 4:  Emergency Equipment and Supplies 

Appendix 5:  Child Abuse 

Appendix 6:  Peer/Self Media Exploitation 

Appendix 7:  Suicide 

Appendix 8 is not available at this time 

Appendix 9:  Accident or Incident Reporting Procedures 

Appendix 10: Violence Threat Risk Assessment 

Appendix 11: Critical Incidence Response 

Appendix 12: Emergency Management Plan for Inncident Commander 
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