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1. Purpose 

 

 

 

 

 

 

 

 

 

 

 

 

2. Authority  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Delegation of 

The district’s system of emergency preparedness shall ensure that the health and 

safety of students and staff are safeguarded, the time necessary for instructional 

purposes is not unduly diverted, minimum disruption to the education program 

occurs, and students are helped to learn self-reliance and trained to respond sensibly 

to emergency situations. The district shall comply with all local, state and federal 

laws and requirements including but not limited to those prescribed by the 

Philadelphia Fire Code, Pennsylvania Department of Health, Pennsylvania 

Department of Education, Homeland Security, and US Department of Education.  

  

The following policy shall apply to emergencies that affect the operation of district 

schools. 

  

  

The policies adopted by the School Reform Commission (SRC) establish the general 

parameters within which the daily operations of the school district are to be 

governed. Administrative procedures for carrying out and 

implementing SRC policies shall be developed and implemented by the 

administration, under the direction of the Superintendent.  

  

The district, in cooperation with the local Emergency Management Agency and the 

Pennsylvania Emergency Management Agency (PEMA), shall develop and 

implement a comprehensive disaster response and emergency preparedness plan, 

consistent with the guidelines developed by the Pennsylvania Emergency 

Management Agency and other applicable state requirements.[1][2] 

  

 The district shall comply with the requirements of the Pennsylvania Department of 

Health and the Pennsylvania Department of Education. The district shall ensure that 

emergency and evacuation drills, including fire drills, are conducted at intervals 

required by state and local law.[1][3][4][5][6] 

  

 

  

The Superintendent or designee shall develop administrative procedures for the 
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Responsibility 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Guidelines 

handling of school emergencies. 

  

The Superintendent shall delegate the primary responsibility for ensuring that fire 

drills are conducted and plans for evacuation and emergency preparedness are 

implemented to the school-based principal. Such responsibility shall 

be communicated to the principal through the Principal Operations handbook and 

various other modes of communication. School compliance shall be monitored by 

the Assistant Superintendent or designee. 

  

The Superintendent shall delegate other responsibilities to the Office of 

Safety, which shall have a key role in the management of evacuation 

plans and emergency preparedness plans, to include the sequestration of students in a 

safe place other than the school, instruction in emergency preparedness and survival 

techniques as part of the regular curriculum of the schools, instruction of staff 

members in handling emergencies, preparation and execution of a memorandum of 

understanding with the local police department, as outlined in SRC 

policy, preparation and dissemination of a vital information packet, and the continual 

evaluation of the effectiveness in emergency planning in preparing schools to cope 

with disaster and the emergency closing of schools.[7][8] 

  

The Superintendent shall delegate responsibility to the Division of Operations for the 

compliance of recordkeeping of all school-based fire safety logs and school bus 

evacuation drills.  

  

 Annually, by April 10, the Superintendent shall certify that emergency and 

evacuation drills have been conducted in the manner prescribed by law.[3] 

  

  

 Fire and Emergency/Evacuation Drills 

  

 At least annually, all district schools shall conduct a disaster response or emergency 

preparedness plan drill.[1] 

  

Principals shall be required to hold one (1) fire exit drill during the first ten (10) days 

of school.[6] 

 

Fire and emergency evacuation drills shall be conducted at least once a month during 

the school year.[3][4][5] 

  

Fire drill procedures pertaining to each room and all other school areas must be 

posted conspicuously. 

  

The principal shall arrange two (2) observances of fire and emergency evacuation 

drills annually by the Philadelphia Fire Department. [adding cite] 
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Fire and emergency evacuation drills shall be conducted at different hours of the day 

or evening, during the change of classes, when the school is at assembly, during the 

recess or gymnastic periods, or during other times to avoid distinction between drills 

and actual fires.[6] 

  

Outdoor assembly areas shall be designated by the principal as a safe distance from 

the building being evacuated so as to avoid interference with fire department 

operations. The assembly areas shall be arranged to keep each class separate to 

provide accountability of all individuals. The Office of Safety will assist principals 

in planning and ensure compliance on a regular basis.[6] 

  

Records shall be maintained of required emergency evacuation drills 

and shall include the following information:[5] 

1. The name and title of the person conducting the drill. 

 

2. Date and time of drill. 

  

3. Notification method used.  

  

4. Staff on duty participating.  

  

5. Number of occupants evacuated.  

  

6. Special conditions simulated. 

  

7. Problems encountered. 

  

8. Weather conditions when evacuated.  

  

9. Time required to accomplish complete evacuation. 

Current records of fire drills shall be maintained on a monthly basis, updated at the 

time of the fire and evacuation drill, sent to central District database monthly 

and filed in the administrative principal’s office. All fire and evacuation drill plans 

shall be submitted annually in September of every year. Changes in fire drill 

procedures shall be submitted promptly for approval to the Assistant Superintendent 

and Office of Safety. 

  

Shelter-in-Place Drills 

  

Principals must hold one (1) shelter-in-place drill during the school year. The 

shelter-in-place drill cannot substitute a fire exit drill.  

  

 Bus Evacuation Drills 

  

Bus evacuation drills shall be conducted twice a year, in accordance with law.[3] 



 - Pg. 4 

 

 

Page 4 of 5 

  

The Transportation Division shall conduct the drills on the school grounds, with 

confirmation by signature of the principal.  

  

 Emergency Preparedness Plan 

  

Principals shall be required to develop and communicate an emergency preparedness 

plan on an annual basis. Emergency preparedness plans must be on file in the 

administrative principal’s office, and a copy sent to the Office of Safety.   

  

The emergency preparedness plan shall be maintained in each district building, 

be reviewed at least annually, and be modified as necessary. A copy of the plan shall 

be provided to the local Emergency Management Agency, each local police 

department and each local fire department that have jurisdiction over school 

property. The emergency preparedness plan shall be communicated to students, 

parents/guardians, the community and other relevant stakeholders.[1][2][9] 

  

Annually, by September 30, the district shall assemble information required to assist 

local police and fire departments in responding to an emergency. The required 

information shall be deployed immediately to the Incident Command Post in the 

event of an emergency incident or disaster.[2][8] 

  

 Additionally, as required by state law and regulations and as an essential element of 

the emergency preparedness plan, the Superintendent shall execute a memorandum 

of understanding with each local police department that has jurisdiction over district 

property. The memorandum of understanding shall be signed by the Superintendent, 

police chief and each building principal.[8][10][11] 

  

 Continuity of Student Learning/Core Operations 

  

In the event of an emergency, local, county or state officials may require that schools 

be closed to serve as mass-care facilities or to mitigate the spread of infection or 

illness. Local, county or state officials may also utilize district-owned buses and 

other transportation vehicles.[1] 

  

 

Emergency Closings 

  

In the event of an emergency, weather related or other, which leads to an early 

dismissal or school closure, the district shall establish prompt communication to 

parents/guardians, staff, school and administrative offices.  

  

Students must not be left alone during emergency closings. All staff members must 

remain in the building until all students are dismissed. If the students are still in the 

building beyond one (1) hour after closing time, the principal shall determine the 
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number of employees needed during the emergency in accordance with applicable 

provisions of an administrative compensation plan, collective bargaining agreement 

or individual contract. The principal shall be the last person to leave the building 

after all students are dismissed and no other emergencies exist. Just prior to leaving, 

the principal shall notify the Assistant Superintendent that everyone has been 

dismissed. The Division of Operations and Office of Safety will assist in the 

emergency response and school closure procedures. 

 

References: 

1. 35 Pa. C.S.A. 7701 

2. 22 PA Code 10.24 

3. 24 P.S. 1517 

4. 24 P.S. 1518 

5. Philadelphia Fire Code Sec. 405 

6. Philadelphia Fire Code Sec. 408 

7. Pol. 805 

8. Pol. 805.1 

9. 24 P.S. 1302.1-A 

10. 22 PA Code 10.11 

11. 24 P.S. 1303-A 

Pol. 810 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 


