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[bookmark: _GoBack]When the fire alarm sounds or if the Administration ALL calls an evacuation for another reason, staff and students are to evacuate immediately.  The procedure is as follows:
Staff members must grab the red fire drill folder, usually located behind your door, which contains the attendance sheets and assembly cards.

Lead scholars to the evacuation location as identified on the fire drill poster in the classroom.

Guide scholars to evacuate in H.A.L.L.S.  Scholars must move in silence in order to hear directions.

Once the scholars are escorted out of the building safely and quietly, staff must take attendance and account for all students.

Once attendance is taken, staff members will hold up the GREEN card if everyone is there.  The RED card if students are not accounted for.  The EMERGENCY card (cross on it) if there is an immediate emergency that needs to be attended to right away.

Once everyone is accounted for, staff will wait for the administrator to inform everyone that the building is clear and safe to return inside.  Always listen to additional directions.

Staff members are expected to hold scholars to the same expectation of H.A.L.L.S and maintaining silence when returning into the building.
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