
 

KTCEA EMERGENCY PROCEDURE GUIDE 
FOR PARENTS AND GUARDIANS 

Emergency Functional Protocols at the School 

During an Emergency at the school, staff and students are trained in the 
following  

SHELTER IN PLACE 

Shelter in Place is most often used during severe climatic situations, such as 
tornado or during an environmental emergency, such as a hazardous material 
spill outside the building that may affect air quality. During a Shelter in Place, 
students and staff relocate to safe zones for shelter or to control movement 
inside the building to help avoid an injury or hazard. This may include having 
students and staff who are outdoors come back into the schools. Student's will 
not be released or dismissed until the situation has been resolved.  

HOLD AND SECURE EXTERNAL/INTERNAL 

Hold and Secure is a process used to lock all exit/entrance (exterior) doors of 
the school when there is an emergency situation in close proximity to the 
school, outside the school on school grounds and/or unrelated to school.  

All exterior doors to the school are locked and no one is permitted in or out of 
the building. Activities inside the school may continue as normal. Classes that 
are away from the building are told not to return to the school until the hold 
and secure is resolved. Only law enforcement officers are granted entry to the 
school until the Hold and Secure has been resolved. 

An internal hold and secure is used for an internal short-term emergency inside 
the school such as a medical overdose or traumatic situation. In this case, 
students, staff, and visitors will remain in place until the short-term emergency 
is resolved. Once resolved the school will resume normal operations.  
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LOCKDOWN 

Lockdowns occur in response to acts or threats of violence that directly impact 
the school. This includes such activities in the general vicinity of the school. 
During a Lockdown all external and internal doors are locked, and no one is 
permitted in or out of any area. It is important for all students and staff to 
respond very quickly when a Lock-Down is issued. No one, other than law 
enforcement, is permitted access to the building until the Lock-Down Is over.  

EVACUATION 

Emergency Evacuation is used to clear all students and staff from a building, in a 
prescribed and rehearsed manner, via prearranged evacuation routes. Maps 
indicating designated routes are posted or made available in each classroom. 
This may mean going outside and away from the building until it is safe to re-
enter, or in other cases students and staff may be required to go to an off-site 
location. Parents and Guardians will be Informed of the alternate location. 

CONTROLLED STUDENT RELEASE 

Under some circumstances, students may be Dismissed to their homes and 
families as expeditiously as possible. Should this be the case, every attempt will 
be made to alert the emergency contact for each student of the situation and to 
ensure young students are not left unsupervised.  

When an Emergency Occurs 
PARENTS/GUARDIANS 

Although your natural Instincts In an emergency may be to go to the school to 
safeguard your child, please understand that doing so could impede the 
response to the situation. Attending the school during an emergency may 
interfere with emergency crew's and school personnel's efforts to deal with the 
emergency. Extra vehicles and people at the site make the task more difficult 
and based on the type of emergency can be a greater risk to others. KTCEA asks 
that parents/guardians follow the instructions provided to them during an 
emergency, Please DO NOT come to the school to pick up your child unless 
requested to do so.  
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Parents/Guardians are asked not to call the school or their child's cell phone 
during an emergency.  

During an Emergency, it is unlikely that you will be able to reach the school by 
phone. We will, however, make every effort to contact parents directly or by 
one of the methods noted below: 

Website: https://www.ktcea.ca/ 

Facebook: https://www.facebook.com/KTCEA/ 

 

REUNITING WITH YOUR CHILD 

Parents are asked to adhere to the parent-child reunification procedure listed 
below. Staff will work to ensure these procedures take place without delay. 
Understand the process will take some time, and we ask for your patience when 
you arrive at the designated parent-child reunification area.  

PARENTS-CHILD REUNIFICATION PROCEDURES: 

1. A Parent-Child Reunion Area will be established. Parents are notified at 
the time of the emergency of the reunion area's location. The location 
may not be at the school - the location will depend on the specifics of 
the emergency.  
 

2. Students will only be released to an Individual designated as a legal 
guardian or emergency contact in the student's official registration 
Information. Make sure to keep this Information current with your 
school, as the school will only release a child to an authorized Individual 
- no exceptions are made.  
 

3. Valid Identification Is required to pick up your child. Requiring 
identification protects students from any unauthorized individuals 
attempting to pick them up. Even if school personnel know you, you 
must still present your ID as the school may receive assistance from 
other schools or agencies.  
 

4. You will be required to fill out a Student Release Request Form. The 
form ensures all students are accounted for at all times, and students 
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are only released to authorized individuals. Do not just take your child 
from the school or evacuation centre without signing for his or her 
release.  
 

5. Once you have been reunited with your child, please leave the area 
immediately. Leaving immediately ensure your safety and that of your 
child.  

If you are unable to pick up your child, he or she will be kept at the parent-child 
reunion area until alternate arrangements can be made. Your child will be 
supervised at all times.  
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