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Shelter-in-Place

Purpose:

A Shelter-in-Place (SIP) is implemented when it is safer for students and staff to remain indoors
rather than evacuate due to an immediate or potential threat in the external environment.
These threats may include hazardous material releases, severe weather, or other emergencies
that compromise air quality or pose a physical danger outside the building.

The primary goal of SIP is to ensure the safety and well-being of everyone inside the school by
securing the building, minimizing exposure to external hazards, and maintaining clear
communication until the situation is resolved. This procedure allows schools to respond quickly,
calmly, and effectively in coordination with emergency services and public safety officials.

Situations Requiring Shelter-in-Place:

1. Hazardous Material Incidents
o Industrial chemical release
o Transportation-related chemical spills (road/rail)
o Natural gas leaks or pipeline breaks

2. Severe Weather
o Tornado warnings
o Heavy snowstorms
o Torrential rain or flooding

General Responsibilities

School Administrators
¢ Announce the implementation of Shelter-in-Place; instruct all staff, students, and
visitors to move indoors.
e Direct the custodian to shut down HVAC and other air intake systems as necessary.
e Ensure all windows and doors are closed.
¢ Notify the Superintendent of the shelter-in-place activation.
¢ Communicate with Transportation and Maintenance departments as appropriate.
¢ Instruct staff and students to stay indoors and avoid exterior exits.
e Issue an "All Clear" announcement once deemed safe by emergency authorities.

Staff and Students
e Continue normal indoor activities unless instructed otherwise.
¢ Do not leave the building until the “All Clear” is given.
o If afire alarm sounds, do not evacuate unless directed by an administrator.
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Shelter-in-Place Protocols by Scenario
Chemical Release

o Public safety officials may direct the activation of SIP.

e Shut down all ventilation and air-exchange systems.

¢ Move all students and staff to designated SIP areas with access to washrooms and
water.

e Anyone outside must immediately enter the building.

e Seal windows and doors using pre-cut plastic sheeting and duct tape.

e Account for all students and staff.

e Await further instructions from emergency services or administration.

e Contact the RCMP and other appropriate authorities.

e Maintain SIP until the “All Clear” is issued by RCMP, the Superintendent, or
emergency services.

Severe Weather

e Initiated by public safety authorities or the Division Superintendent.

e Move everyone to secure interior locations away from windows (e.g., hallways,
classrooms).

¢ Important: Do not use the gymnasium during a tornado.

e Account for all students and staff.

e Await instructions from authorities or administration.

¢ Contact RCMP or emergency services as needed.

¢ Maintain SIP until the “All Clear” is given.

Tornado-Specific Guidelines

Tornadoes pose a unique and immediate threat to life and property, requiring rapid response
and specific safety measures. This section outlines protocols to follow when a tornado watch or
warning is issued, ensuring all students and staff are protected from potential harm. These
guidelines cover sheltering procedures within the school and specific instructions for school bus
operations during severe weather events.

In this context, it is important to distinguish between a Tornado Watch and a Tornado Warning:
e Tornado Watch: Conditions are favorable. Remain alert and be ready to take shelter.
e Tornado Warning: A tornado is imminent. Immediately move to secure shelter.

Page 2 of 3
Park West School Division Updated June 2025



épark West School Division Administrative Procedure Manual
Learners Today, Leaders Tomorrow Safe Schools

Shelter-in-Place
AP: 717

Transportation Procedures During Tornado Alerts:

Tornado Watch
e Buses may operate with caution.
e Transportation Supervisor will monitor conditions and recall buses if needed.

Tornado Warning
e Suspend all school bus operations.
e Buses return to a secure location or shelter in place until “All Clear” is issued.

If Buses Are En Route
e Transportation Supervisor monitors weather and coordinates actions.
o Drivers will shelter in the nearest safe location if conditions deteriorate.
e Parents/guardians will be notified of the students’ location and status.
e Students will return to home schools or designated pickup points when safe.

Shelter-in-Place Emergency Kit

Each school must maintain a SIP kit, stored in an easily accessible location. The kit should
contain:

o First Aid kit

¢ Battery-powered radio

¢ Flashlight and batteries

e Communication device (e.g., cell phone or two-way radio)

¢ Blankets

e Matches and scissors

e Plastic sheeting (pre-cut for windows/doors)

¢ Duct and masking tape

e Student/family contact list

e Copies of student health care plans

o Writing materials (paper, pens)

¢ Hand tools (hammer, screwdriver, saw)

e Rope and utility knife

e Plastic bins, water containers, buckets

e Pre-fitted covers for HVAC or other ventilation systems

o Key to relocation site, if applicable

Conclusion

Shelter-in-Place procedures are essential for maintaining safety during environmental or
weather-related emergencies. All staff must be familiar with their roles and ensure
preparedness through regular reviews and drills.
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