
 

Evacuation/Relocation 
 
 

Critical Information 
Evacuation procedures are used when conditions are safer outside the building than inside the 
building.   

 
Evacuation routes should be specified according to the type of emergency: 

• Bomb threats: Building administrator notifies staff of evacuation route dictated by known or 
suspected location of a device 

• Fire: Follow primary routes unless blocked by smoke or fire. Know the alternate route 
• Hazardous Materials: Total avoidance of hazardous materials is necessary as fumes can 

overcome people in seconds. Plan route accordingly 
 

When implementing Evacuation
 

 procedures: 

Building Administration 
• Determine evacuation routes based on location and types of emergency 

• Announce evacuation 
o Specify any changes in evacuation routes based on location and types of emergency 

• Monitor the situation and provide updates and additional instructions as needed 

• Announce “all clear” signal once it is safe to re-enter the building 
Staff 

• Take emergency go-kit and class roster 

• Take the closest and safest way out as posted or announced 
• Use a secondary route if the primary route is blocked or hazardous 

• Assist those needing special assistance 
• Do not lock classroom doors when leaving 
• Do not stop for student or staff belongings 

• Go to Assembly Area  
When outside the building:  

• Check for injuries 

• Account for all students  
• Immediately report any missing, extra or injured students to building administration or 

incident command 
• Continue to contain and maintain students 
• Wait for additional instructions 



 

 
When implementing Evacuation and Relocation
 

 procedures: 

Building Administration 
• Determine whether students and staff should be evacuated to a relocation center 
• Alert school emergency response team of emergency type and evacuation 
• Notify relocation center 

• If necessary, coordinate transportation or student process to relocation center  
• Announce evacuation 

o Specify any changes in evacuation routes based on location and types of emergency 
• Notify superintendent’s office and district public information office of relocation center 

address 

• Implement reunification procedures at the relocation/reunification site 
o Document the reunification of all students released   

 
Staff 

• Take emergency go-kit and class roster 

• Take the closest and safest way out as posted or announced 
• Use a secondary route if the primary route is blocked or hazardous 

• Assist those needing special assistance 
• Do not lock classroom doors when leaving 

• Do not stop for student or staff belongings 
• Remain with class en route to the relocation center 
• Take attendance upon arriving at the center 

• Immediately report any missing, extra or injured students to building administration or 
incident command 

• Continue to contain and maintain students 

• Wait for additional instructions 
 
When planning primary and secondary relocation sites, consider distance, accessibility, hours of 
operation, transportation and amenities (e.g. bathrooms, drinking water). 

 
An agreement should be made with owners of non-district buildings that may be used for 
relocation/reunification sites that details usage and availability (sample agreement is included at the 
end of this section).  



 

 

Relocation Centers 
List primary and secondary student relocation centers. Include maps and written directions to 
centers for staff reference. 
 
 Primary relocation center              Secondary relocation center 
 
                
 Address:      Address: 
  
               
 Phone:      Phone: 
 
               

 
 

 
 
 


