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Fire Procedures

1. Activate fire alarm if system is not sounding.

2. Follow standard fire evacuation procedure posted in room- take roll book, turn off lights and close door.

3. Insure proper evacuation of students with special needs.

4. Call 911 to insure notification. (A sounding alarm is programmed to call dispatch automatically).

5. Principal/designee will check area of alarm to assess the situation.

6. Principal/designee should have the following available for the fire department upon their arrival:

a. Custodians with keys should make themselves readily available to administration.

b. Location and type of fire, if known.

c. Knowledge and location of anyone remaining in the building.

d. Floor plan and internal systems information.

7. Principal will notify district administration, update and advise if any assistance is needed.

8. Principal/designee will notify dispatch (620-549-3247) if alarm was pulled falsely.

9. Principal/designee shall refer to guidelines for handling the media in crisis if necessary.

10. Complete a detailed incident report at the earliest opportunity and file with central office.

