  SCHOOL EMERGENCY MANAGEMENT PLAN (SEMP)
Office of Education, BC


[bookmark: _azdx1p92vs38]Approved by K-12 Board Action #26-06E, October 7, 2026
PURPOSE:
This School Emergency Management Plan (SEMP) operationalizes the BC Conference Seventh-day Adventist Office of Education Emergency Management Policy and is informed by the B.C. Ministry of Education and Child Care Safety and Emergency Management Planning Guide for Schools, Districts and Authorities.  The SEMP addresses the four phases of emergency management: Mitigation, Preparedness, Response, and Recovery.

Date Reviewed: 	______________________________
Approved/Reviewed by: ______________________________
Next Review Date: 	______________________________
SCHOOL PROFILE:
2.1 School Information

	Information
	Details

	School Name
	

	School Year
	

	Address
	

	Main Phone
	

	Principal
	

	Principal Cell/Emergency Contact
	

	Alternate/Designate
	

	Superintendent
	

	Grades Served
	

	Student Enrolment
	

	Number of Staff
	

	Regular School Hours
	

	Before/After-School Programs
	

	Child Care/Early Learning Programs on Site
	

	Other Regular Users of Facility
	



2.2 Key Emergency Contacts

	Agency/Contact
	Phone/Contact Information

	Emergency Services
	911

	Local Police/RCMP non-emergency
	

	Fire Department non-emergency
	

	Local Emergency Management Authority
	

	Health Authority
	

	BC Conference Office of Education
	

	Superintendent
	

	Facilities/property contact
	

	Utilities – electricity
	

	Utilities – gas
	

	Utilities – water
	

	Transportation provider
	

	Other
	


EMERGENCY PLANNING TEAM:
	Role
	Primary
	Alternate

	Principal/Site Incident Commander
	
	

	Safety
	
	

	Liaison
	
	

	Information/Communications
	
	

	Operations
	
	

	Planning/Documentation
	
	

	Logistics/Supplies
	
	

	First Aid/Medical
	
	

	Student Accountability
	
	

	Reunification
	
	


Note: Smaller schools may combine roles. Roles should be consistent with Incident Command System (ICS) principles and appropriate to school size and staffing.
SCHOOL HAZARD AND RISK ASSESSMENT:
	Hazard
	Applicable?
	Risk Level

	Earthquake
	☐ Yes ☐ No
	L / M / H

	Wildfire
	☐ Yes ☐ No
	L / M / H

	Flood
	☐ Yes ☐ No
	L / M / H

	Tsunami
	☐ Yes ☐ No
	L / M / H

	Avalanche/landslide
	☐ Yes ☐ No
	L / M / H

	Severe weather
	☐ Yes ☐ No
	L / M / H

	Extreme heat/cold
	☐ Yes ☐ No
	L / M / H

	Hazardous air quality
	☐ Yes ☐ No
	L / M / H

	Hazardous materials
	☐ Yes ☐ No
	L / M / H

	Infectious disease/biological hazard
	☐ Yes ☐ No
	L / M / H

	Power outage
	☐ Yes ☐ No
	L / M / H

	Communication/IT failure
	☐ Yes ☐ No
	L / M / H

	Fire/explosion
	☐ Yes ☐ No
	L / M / H

	Intruder/violent threat
	☐ Yes ☐ No
	L / M / H

	Community emergency
	☐ Yes ☐ No
	L / M / H

	Transportation emergency
	☐ Yes ☐ No
	L / M / H

	Other: __________
	☐ Yes ☐ No
	L / M / H


SCHOOL SITE AND EMERGENCY LOCATIONS:
	
	Location
	Authorized Personnel 

	Assembly Area - Primary
	
	

	Assembly Area - Alternate
	
	

	Reunification Site - Primary
	
	

	Reunification Site - Alternate
	
	

	Shelter-in-Place - Primary
	
	

	Shelter-in-Place - Alternate
	
	

	Emergency Command Post - Primary
	
	

	Emergency Command Post - Alternate
	
	

	Emergency Supplies
	
	

	First Aid/AED/Emergency Medical Equipment 
	
	

	Utility Shut-Off - Gas
	
	

	Utility Shut-Off - Electricity
	
	

	Utility Shut-Off – Water
	
	



Required Site Maps

Attach current maps showing:
☐  Evacuation routes and exits
☐  Assembly areas
☐  Primary/alternate reunification locations
☐  Fire extinguishers
☐  First aid supplies
☐  Emergency supplies
☐  Utility shut-offs
☐  AED/medical equipment, where applicable
☐  Accessible evacuation routes
☐  Other significant hazards/resources
INCLUSIVE EMERGENCY PLANNING:
Confidential detailed information should be maintained securely rather than reproduced unnecessarily in broadly accessible copies of the SEMP.

	Person 
	Type of Support
	Emergency Support Required
	Assigned Staff/Backup
	Individual Plan?

	
	
	
	
	☐ 

	
	
	
	
	☐ 

	
	
	
	
	☐



Consider:
· mobility/physical needs;
· medical needs, medication and equipment;
· sensory needs;
· communication/language needs;
· cognitive needs;
· behavioural/emotional needs;
· accessibility requirements; and
· other circumstances affecting emergency response.
EMERGENCY EQUIPMENT AND 72-HOUR SUPPLIES – ANNUAL INVENTORY:
Emergency supplies must be sufficient to support students and staff for a minimum of 72 hours.

	Category 
	Location
	Quantity Adequate?
	Expiry/ Inspection
	Action Required

	Drinking water
	
	☐
	
	

	Emergency food
	
	☐
	
	

	First aid supplies
	
	☐
	
	

	Flashlights/batteries
	
	☐
	
	

	Radios/communication devices
	
	☐
	
	

	Megaphone
	
	☐
	
	

	Emergency blankets
	
	☐
	
	

	Sanitation supplies
	
	☐
	
	

	Emergency documentation
	
	☐
	
	

	Student/staff lists
	
	☐
	
	

	Medical/emergency supplies
	
	☐
	
	

	Other
	
	☐
	
	



Inventory reviewed by: __________ Date: __________
STANDARDIZED EMERGENCY RESPONSE PROTOCOLS
	Protocol
	School-specific Procedures

	DROP-COVER-HOLD ON
	

	EVACUATE
	Primary route/location:  
Alternate: 

	LOCKDOWN
	

	HOLD AND SECURE
	

	SHELTER-IN-PLACE
	Designated areas/procedures:



EMERGENCY COMMUNCATION PLAN
1.1 Internal Communication

	
	Primary
	Backup

	Staff notification
	
	

	Staff notification
	
	

	Classroom notification
	
	

	PA/intercom
	
	

	Alternate if power/PA unavailable
	
	



9.2 Family Communication

	
	Primary
	Secondary
	Backup

	Parent notification
	
	
	



9.3 External Communication

	
	Primary
	Alternate

	Authorized Spokesperson
	
	



Communication must be factual, timely, coordinated, accessible and provided in plain language. Translation or alternative formats will be provided where reasonably required.
STUDENT ACCOUNTABILITY
During an Evacuation

Teachers/staff will:
· take attendance/accountability information;
· account for students at the assembly location;
· immediately report missing, additional or injured students;
· maintain supervision until directed otherwise; and
· document student movement/release as required.

Method used to report class status: 	________________________________________________
Central accountability coordinator: 	________________________________________________


STUDENT REUNIFICATION
Primary Site: 	________________________________________________
Alternate Site: 	________________________________________________

Reunification Roles
	Function
	Primary
	Alternate

	Site coordinator
	
	

	Parent greeting
	
	

	Identification/check-in
	
	

	Student retrieval
	
	

	Student release
	
	

	Documentation
	
	

	First aid/support
	
	



Students will only be released to authorized individuals following verification in accordance with school procedures.

Include procedures for:
· photo/identity verification;
· custody/legal restrictions;
· documenting student release;
· students not collected;
· accessibility needs;
· separated family structures;
· alternate communication methods; and
· relocation of the reunification site.
12. CHILD CARE, EARLY LEARNING AND OTHER SITE USERS
	Programs Operating on School Grounds
	Contact
	Hours
	Emergency Plan Coordinated?

	
	
	
	☐ 

	
	
	
	☐ 

	
	
	
	☐



Confirm coordination regarding:
☐  Emergency notification
☐  Evacuation
☐  Lockdown/Hold and Secure
☐  Accountability
☐  Emergency supplies/resources
☐  Reunification
☐  Participation in drills, where appropriate
13. VISTORS, VOLUNTEERS, TEMPORARY STAFF AND CONTRACTORS
School procedures will ensure these individuals:
☐  Sign in/out;
☐  Receive appropriate emergency instructions/orientation;
☐  Can receive emergency notifications;
☐  Know evacuation/assembly procedures; and
☐  Are included in accountability during an emergency.
14. OFF-SITE AND IN-TRANSIT EMERGENCIES
School-sponsored activities address:
☐  Student supervision/accountability;
☐  Transportation;
☐  Emergency contacts;
☐  Student supervision/accountability;
☐  Medical information and medications;
☐  Communication with the school and families;
☐  Local hazards (e.g., including tsunami, avalanche, wildfire, extreme weather or other relevant risk)
☐  Emergency services;
☐  Individual support needs; and
☐  Reunification.
15. TRAINING AND DRILL SCHEDULE
15.1   Schedule
	Activity
	Frequency
	Planned Dates
	Completed
	Debrief Completed

	Fire evacuation
	6/year – required
	
	☐ 
	☐ 

	Earthquake
	3/year – recommended
	
	☐ 
	☐ 

	Lockdown/Hold and Secure
	2/year – recommended
	
	☐ 
	☐ 

	Tsunami – applicable schools
	1/year – recommended
	
	☐ 
	☐ 

	Great BC ShakeOut
	Annual participation encouraged
	
	☐ 
	☐ 

	Other local hazard
	As appropriate
	
	☐ 
	☐ 


The frequencies above track the 2026 Guide: six fire drills are required; three earthquake drills, two lockdown/Hold and Secure drills, and one annual tsunami drill for schools in tsunami hazard zones or low-lying coastal areas are recommended. safety_and_emergency_management…


15.2 Drill Review

Following each drill:
· What worked well: 	
· Issues identified: 		
· Corrective action required: 	
· Person responsible: __________ Due date: _______
16. RECOVERY AND CONTINUITY OF LEARNING
Following a significant emergency, the school will consider:

16.1 Immediate Recovery
☐  Safety and well-being of students/staff
☐  Family communication
☐  Facility safety
☐  Emotional/psychological supports
☐  Documentation/reporting

16.2 Continuity of Operations and Learning
☐  Alternate learning location/method: 
☐  Critical school functions:		
☐  Technology/records requirements:	

16.3 Operational Debrief
· Date: 		
· Participants: 	
· Strengths: 	
· Concerns/gaps: 
· Required changes to SEMP: 
· Person responsible: __________ Deadline: _______
17. ANNUAL SEMP REVIEW AND PRINCPIAL DECLARATION
The Principal confirms that:
☐ school hazard/risk assessment has been reviewed;
☐ emergency contacts are current;
☐ ICS/emergency roles and alternates are assigned;
☐ staff have reviewed emergency procedures;
☐ individual emergency support plans are current;
☐ evacuation and reunification locations have been reviewed;
☐ emergency communication systems have been reviewed/tested;
☐ 72-hour emergency supplies have been inventoried;
☐ child-care/site-user coordination has been reviewed, where applicable;
☐ required/recommended drills have been scheduled;
☐ site maps are current;
☐ lessons from previous drills/incidents have been incorporated; and
☐ staff have completed required acknowledgements/training.

Principal: 	_________________________________________
Signature:	 _________________________________________
Date: 		_________________________________________
Next annual review: _________________________________________
18. APPENDICES
Appendix A – Emergency Contact List
Appendix B – School Site/Evacuation Maps
Appendix C – ICS Roles & Responsibilities Quick Reference
Appendix D – Drop-Cover-Hold On Quick Reference
Appendix E – Evacuation Quick Reference
Appendix F – Lockdown Quick Reference
Appendix G – Hold and Secure Quick Reference
Appendix H – Shelter-in-Place Quick Reference
Appendix I – Student Reunification Procedure/Form
Appendix J – Individual Emergency Safety Plan Template
Appendix K – 72-Hour Emergency Supplies Checklist
Appendix L – Drill Record & Operational Debrief Form
Appendix M – Emergency Incident Report
Appendix N – Annual SEMP Compliance Checklist
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