
Hazardous Materials 
 

Critical Information 
In the event of a natural or propane gas leak or odor – EVACUATE IMMEDIATELY.   
In all other cases, first responders will take command of the situation and determine the 
steps to take regarding evacuation, shelter-in-place and ventilation systems (HVAC). 
 
In the event of a hazardous material incident inside a school building: 
Staff 

• Notify building administration 
• Report location and type (if known) of the hazardous material  

• Move students away from the immediate danger zone 
• If safe, close doors to the affected area 

• If implementing Evacuation procedures  
o Take emergency go-kits and class roster 
o Take attendance and report missing, extra or injured students to building 

administration  

• Render first aid as needed 
Building Administration 

•   Call 911 and notify emergency responders 

•   Report location of leak or spill and type of material (if known)  
•   Report any students or staff missing or injured 

•   Develop an action plan with emergency responders (e.g. evacuation, shelter-in-
place, shutdown ventilation system (HVAC) 

•   Notify district administration   

•   Move staff and students away from the immediate danger zone 
•   Keep staff and students from entering or congregating in danger zone 
•   Document all actions taken  

•   Report incident to Minnesota Duty Officer (800-422-0798 or 651-649-5451)  
 
In the event of a hazardous material incident outside a school building: 
Staff 

• Notify building administration 
• Report location and type (if known) of hazardous material  

• Move students away from the immediate vicinity of the danger 



• If outside, implement Reverse Evacuation procedures 
Building Administration 

• Monitor situation 
• Notify district administration 
• Consult with emergency responders 

• Identify the need for evacuation  
• Develop an action plan with emergency responders 

• Consider implementing Shelter-in-Place procedures 
• If there is an airborne release, shutdown ventilation system (HVAC) 
• Notify parents or legal guardians of student reunification and release procedures 

• Document all actions taken 
 


