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!!!!!!!!IKNS!FIRE!DRILL/EVACUATION!PROCEDURES!!
!!!!!!!!
!!!!!!!!The!goal!is!to!have!the!building!evacuated!within!three!minutes!of!the!!!!!!!!!!!
!!!!!!!!sounding!of!the!fire!alarm.!
!

1. Teachers!will!be!certain!that!each!classroom!used!has!a!clearly!visible!
Emergency!Exit!Map!posted!near!the!room's!door.!!!

2. Teachers!will!familiarize!all!students!with!the!evacuation!route.!!
3. Each!teacher!is!responsible!for!seeing!that!no!student!is!left!behind!in!the!

classroom.!!
4. When!following!the!evacuation!procedures,!observe!the!following:!!

• Everyone!stops!what!he/she!is!doing.!!
• Students,!whenever!possible,!form!a!line!by!the!classroom!door.!!
• Teacher!assigns!one!student!to!be!the!last!to!leave!the!room.!!!
• The!teacher!closes!the!windows!(if!possible)!and!turns!the!lights!off.!

The!door!must!not!be!locked.!
• Teacher!takes!the!attendance!book!or!class!list!before!he/she!leaves!

the!room.!!
• Anyone!in!the!bathroom!should!proceed!to!the!closest!exit!door.!!
• Teacher!leads!his/her!class!to!the!assigned!Assembly!Point!as!per!the!

Emergency!Exit!Map!posted!near!the!room’s!door.!!!
• Teachers!should!encourage!students!to!walk!briskly!in!a!single!line!

on!one!side!of!the!corridors.!!There!should!be!no!talking.!!
• When!assembled!in!the!designated!area,!each!class!should!be!in!a!

single!file!line,!facing!away!from!the!building,!enabling!teachers!
facing!the!building!to!check!attendance.!!Report!any!missing!student!
to!the!administrative!personnel.!!

• Teachers!should!keep!the!students!orderly!and!quiet!during!the!
evacuation!procedure,!including!exiting,!waiting!in!the!designated!
area,!and!returning!to!the!building!when!the!"all!clear"!signal!has!
been!given!–!three!consecutive!bells!separated!by!one!second.!!

• Kindergarten!and!elementary!students!should!be!in!class!groups!in!
the!evacuation!area.!!If!the!students!are!in!a!specialist!class!at!the!
time!of!the!evacuation,!the!homeroom!teacher!will!go!directly!to!
his/her!group.!!

• Middle!and!Secondary!students!will!remain!with!their!class!teacher!
in!the!evacuation!area!Swhich!may!not!necessarily!be!the!homeroom!
teacher.!!It!is!essential!that!class!lists!be!taken!by!the!teacher!when!
exiting!the!building.!!

!
• After!School!Clubs!and!Activities:!If!the!fire!alarm!rings!during!after!school!

clubs!and!activities,!teacher!and!students!follow!the!same!procedure!above.!!
Each!teacher/Club!Supervisor!must!make!sure!that!his/her!students!are!
accounted!for.!!When!cleared!by!the!Security!personnel,!teachers/Club!
Supervisors!will!direct!students!to!proceed!back!to!the!activity!location!if!the!
activity!is!still!in!session!or!dismiss!them!if!the!activity!time!is!over.!!

• Before!school!starts!and!during!break!time:!If!the!fire!alarm!rings!before!
school!or!during!breaks,!students!go!to!their!designated!assembly!points!
according!to!the!following:!!

o Grades!9!–!12:!Mini!Soccer!Field!(opposite!to!the!Sports!Complex)!
o Grades!6!–!8:!Basketball!Court!(behind!the!Art!Building)!!
o Grades!4!–!5:!Grades!4!and!5!assembly!point!(Upper!Elementary!

Play!area)!
o Grades!1!–!3:!Grades!1!–!3!assembly!point!(The!Grass!Field)!!
o Kindergarten:!Kindergarten!assembly!point!(Shaded!area!

opposite!to!Elementary!building)!
o Students!line!up!in!accordance!with!their!Homeroom!group.!

Homeroom!teachers!take!attendance!(attendance!lists!will!be!
brought!from!the!office!to!the!lineSup!area)!and!supervise!their!
students.!!

o When!the!“all!clear”!signal!is!given,!teachers!either!direct!students!
to!classes!(if!it!were!the!end!of!break)!or!to!disperse!(if!it!is!still!
break!time).!

!
1. The!Assistant!Principal!(or!other!designated!person)!and!another!designated!

staff!member!will!check!to!make!certain!all!toilets!are!vacant.!!In!the!case!of!
the!Kindergarten!and!Elementary!sections,!the!resident!Office!Manager!and!
another!designated!staff!member!will!check!to!make!certain!all!toilets!are!
vacant.!!!!!!

5. The!Principal!(or!other!designated!person)!receives!the!head!count!from!each!
teacher!and!checks!for!missing!students.!In!the!case!of!the!Kindergarten!and!
Upper!Elementary!sections!of!the!school,!the!resident!Assistant!Principal!
receives!the!head!count!from!each!teacher!and!checks!for!missing!students.!

6. When!the!"all!clear"!is!given,!students!should!proceed!back!to!the!classroom!
if!class!is!still!is!session.!!Otherwise,!students!go!to!the!next!class!or!break!if!it!
is!break!time.!!

7. In!case!of!actual!fire,!the!President!or!designee!meets!(if!there!is!a!need)!with!
Fire!Officials!to!relay!particulars!of!the!fire.!!



EARTHQUAKES!!
!
An!earthquake!is!a!sudden,!rapid!shaking!of!the!Earth!caused!by!
breaking!and!shifting!of!rock!beneath!the!Earth's!surface.!!Ground!
shaking!from!earthquakes!can!collapse!buildings!and!bridges;!disrupt!
electric!and!phone!service;!and!sometimes!trigger!flash!floods,!fires,!
and!huge,!destructive!ocean!waves!(tsunamis).!!Buildings!with!
foundations!resting!on!unconsolidated!landfill!and!other!unstable!soil!
are!at!risk!because!they!can!be!shaken!off!their!mountings!during!an!
earthquake.!!When!an!earthquake!occurs!in!a!populated!area,!it!may!
cause!deaths,!injuries!and!extensive!property!damage.!!Aftershocks!
are!smaller!earthquakes!that!follow!the!main!shock!and!can!cause!
further!damage!to!weakened!buildings.!!Some!helpful!hints!during!an!
earthquake!include:!!
!
Indoors:!Drop,!cover,!and!hold!on!until!the!tremors!subside.!!Shield!
head!with!hands!and!elbows,!shield!eyes!with!arms,!move!away!from!
the!windows,!shelves,!heavy!objects,!suspended!objects,!light!fixtures,!
and!furniture!that!may!fall.!!Take!cover!under!desks,!tables!(hold!onto!
legs!of!tables),!doorways,!or!other!heavy!furniture.!!Choose!to!take!
cover!near!interior!walls,!leave!doors!open.!!
!
Hall,!Stairway,!Gymnasium,!or!other!Area!Where!No!Cover!is!
Available:!Move!to!an!interior!wall.!Turn!away!from!windows,!kneel!
alongside!the!wall,!bend!head!close!to!knees,!and!clasp!hands!firmly!
behind!neck,!cover!the!sides!of!your!head!with!your!elbows,!with!your!
back!to!the!wall.!!
!
Library:!Move!away!from!windows!and!shelves!and!take!cover!under!
a!desk!or!table.!!
!
Science!Lab:!If!in!a!laboratory,!all!burners!should!be!extinguished!(if!
possible)!before!taking!cover.!!Students!should!stay!clear!of!
hazardous!chemicals!that!may!spill.!!
!

!
!

!
Outdoors:!Move!to!an!open!space,!away!from!buildings!and!overhead!
power!lines.!Lie!down!or!crouch!low!to!the!ground!because!your!legs!will!
not!be!steady.!!Be!aware!of!surrounding!dangers!that!may!demand!sudden!
movement!to!another!area!of!safety.!
!
School!Van!or!Other!Vehicle:!The!vehicle!should!pull!over!and!stop,!
away!from!power!lines,!bridges,!overpasses,!and!buildings.!!Passengers!
should!remain!in!their!seats!and!hold!on.!!
!
Evacuation!and!End!of!Earthquake:!After!the!earthquake!has!
terminated,!if!necessary,!evacuate!building!using!stairs.!!Never!use!the!
elevator.!!Follow!the!same!procedures!as!for!the!Fire!Evacuation,!or!utilize!
common!sense!for!the!best!evacuation!procedures.!!Be!aware!of!
aftershocks!and!falling!debris.!!Inform!students!NOT!to!touch!any!fallen!
electrical!wires!outside.!!Do!not!smoke!or!light!a!torch!during!or!after!an!
earthquake.!!

!
!
IKNS!EARTHQUAKE!PROCEDURES!

!
Upon!realizing!that!an!earthquake!is!occurring,!everyone!will!stop!what!
he/she!is!doing.!

!
1. Students!will!be!directed!to!take!cover!under!a!desk!or!table.!!Drop,!

cover,!and!hold!on!until!the!tremors!subside.!!Shield!head!with!hands!
and!elbows,!shield!eyes!with!arms.!!Move!away!from!windows,!shelves,!
heavy!objects,!suspended!objects!that!may!fall.!!!

2. Anyone!outside!the!classroom!should!take!cover!in!an!open!space,!
away!from!buildings!and!overhead!power!lines.!!Lie!down!or!crouch!
low!to!the!ground.!

3. If!it!is!determined!by!the!administration!that!it!is!safe!to!move,!
everyone!will!depart!from!the!building!as!per!the!IKNS!Fire!Drill!
Evacuation!procedure.!!

!
!
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٢. $;Q 5.E B` d-m (C/0;" -&#Y 01W@ 068C(&< FG (S&, (VC/lb %U4"0ً 5, 01(%&3G /B5("c 01S?9%&< 01U./$* /06)C.e&< B/ 0=383&< %z3-V&t 5.E 
    0s#t.

•+O0 L9#' 0="0#c %R, 01C89_ BW%k h(3&ًb $;Q 5.E 01;(4T (i&"#c 01(%3E /Fe&ً =;90<0' !"#$%&' +->< ا:SI/T 01-&W* %("#)* +%, -."/, 01/234*. 


