Sample School Emergency Planning Calendar

For most tasks, the LEAD will be one or more of the following:
· A member of the administrative team
· The Emergency Management Team
· The Critical Incident Response Team

Consider involving other community members for suitable tasks:
· Another staff member with a relevant skillset (e.g. volunteer firefighter to assist with First Aid supplies, emergency planning)
· The Parent Advisory Committee (e.g. To assist with assembling classroom Grab & Go Kits, Comfort/Survival Kits, etc.)

	JUNE
	LEAD

	
	Establish teams for the following school year, including roles and responsibilities:
· Emergency Management Team
· Critical Incident Response Team
· Threat Risk Assessment Team
	

	
	Update equipment and supplies for the following year
· First Aid Kits, School Trauma Kit
· Classroom Grab & Go Kits
· Staff and Student Comfort Kits
· Emergency Container
	

	
	Evaluate the progress of the past year
	

	
	Set goals and objectives for next year
	

	
	Identify any classroom hazards that need to be addressed over the summer
	

	
	
	



	AUGUST-SEPTEMBER (before students arrive)
	LEAD

	
	Conduct staff orientation and training 
	

	
	Confirm that equipment and supplies have been updated (see above)
	

	
	Make Staff Emergency ID Tags
	

	
	Meet with emergency teams to review roles and responsibilities
· EMT
· CIRT
· TRAT
	

	
	Update school profile, including building and site maps
	

	
	Update building and site evacuation plans
	

	
	Update Emergency Plan Binder
	

	
	Complete a Classroom Safety Audit 
	

	
	
	



	SEPTEMBER (after students arrive)
	LEAD

	
	Communicate with parents regarding emergency information and expectations 
	

	
	Conduct Fire Drill #1 (by end of 2nd week of school)
	

	
	Complete process of obtaining emergency student supplies and release information from parents:
· Check that information is present and complete
· Print information for an office binder or file
· Make Student Emergency ID tags
· Supplies for Student Comfort Kits [Link]
	

	
	Complete Annual School Emergency Preparedness Report [Link]
	

	
	Ensure evacuation plans and comfort kits are prepared for new students and staff with accessibility concerns.
	



	OCTOBER
	LEAD

	
	Update Student Comfort/Survival Kits
· Check supplies
· Add ID tags
	

	
	Conduct Earthquake Drill #1 (Classroom)
· The Great BC ShakeOut, 3rd Thursday
	

	
	Meet with emergency teams (EMT, CIRT, TRAT):
· Discuss and assign tasks for the year
· Conduct a tabletop exercise (discuss a potential scenario)
· Plan a practice session for Emergency Student Release [Link]
	

	
	Conduct Lockdown Drill #1
	

	
	
	



	NOVEMBER
	LEAD

	
	Conduct a practice session with staff for Emergency Student Release
	

	
	Conduct Fire Drill #2
	

	
	
	



	DECEMBER
	LEAD

	
	Conduct Fire Drill #3
	

	
	
	



	JANUARY
	LEAD

	
	Check and update supplies:
· First Aid Kits, School Trauma Kit
· Classroom Grab & Go Kits
· Emergency Container
	

	
	Conduct Earthquake Drill #2 (Classroom)
	

	
	Meet with emergency teams (EMT, CIRT, TRAT)
· Status update on the year’s tasks
· Debrief the year so far (drills, significant events)
· Conduct a tabletop exercise
	

	
	
	



	FEBRUARY
	LEAD

	
	Conduct Fire Drill #4
	

	
	
	



	APRIL
	LEAD

	
	Conduct Fire Drill #5
	

	
	Conduct Lockdown Drill #2
	

	
	Consider conducting an Emergency Student Release practice with parents 
· While this may not be necessary every year, there is much to be learned by doing it from time to time
	



	MAY
	LEAD

	
	Conduct Fire Drill #6
	

	
	Conduct Earthquake Drill #3 (Total Evacuation)
· Emergency Preparedness Week, 1st full week of May
	

	
	Meet with emergency teams (EMT, CIRT, TRAT)
· Confirm or plan for completion of the year’s tasks
· Debrief the year so far (drills, significant events)
· Set tentative priorities for next year
	



	JUNE
	LEAD

	
	Complete any outstanding drills
	

	
	Debrief the year as an admin team
	

	
	Confirm priorities for next year
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