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EMERGENCY TEAM

ADMINISTRATIVE DIRECTOR MARY CABRERA    

ACADEMIC DIRECTOR AMPARO COLLIE   

ADMINISTRATIVE ASSISTANT KARINA VELOZ      

CASHIER MIOSOTIS RODRIGUEZ 

PK COORDINATOR VERONICA MUÑOZ DIETSCH
PK COORDINATOR ASSISTANT VIANELLI ORTIZ 
ELEM./MS/HS COORDINATOR NELLY JORGE 
ELEM./MS/HS COORDINATOR ASSISTANT YOVANKA ROMANO
RECEPTIONIST CARMEN SANCHEZ

SCHOOL DOCTOR RAUL CABRERA     

SCHOOL NURSE CARMEN GISELA RUIZ

MAINTENANCE COORDINATOR MERCEDES CABRERA       

PHYSICAL EDUCATION TEACHER GUSTAVO MEJIA

LIBRARIAN  MAYRA RODRIGUEZ
SPANISH TEACHERS DORCA DORDVILL (1), CILIA QUEZADA (2), LUCIA VENTURA (3), AIDE GUERRA (4), GRECIA BENITEZ (5)
COMPUTER TEACHER  MICHAEL JIMENEZ 

SECURITY PERSONNEL MAYOBANEZ MARTINES, MIGUEL A. ULLOA Y FROSKALINE MATOS
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SECURITY PERSONNEL / GATES ASSIGNED:

1. GATE #1: Main BUILDING     Mr. Miguel A. ULLOA
LEVELS ASSIGNED TO GATE #1:

· Pre-Kinder 

· Kinder      

· 1st Grade C (upstairs)

· 2nd Grade

· 3rd Grade

· 4th Grade

2. GATE #2: Main BUILDING      Ms. Froskaline MATOS
(in front of preschool coordinator’s office)
LEVELS ASSIGNED TO GATE #2:

· Nido        

· Nursery      

· 1st Grade

· 5th Grade

3. GATE #3: NEW BUILDING      Mr. MAYOBANEZ Martínez

LEVELS ASSIGNED TO GATE #3:

· 6th Grade 

· 7th Grade 

· 8th Grade 

· 9th Grade 

· 10th Grade 
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EVACUATION TEAM PROCEDURES
Role: Responsible for all general emergencies.
Receptionist 
Receptionist will be available to answer incoming phone calls and phone parents to make them aware of the evacuation. Also, she will serve as communicator using school speaker. 

Gates / Security Personnel 

Security personnel will be assigned to school gates in order to assure that students are being picked up by their parents or tutors. Also, they will help to maintain traffic fluent. In case of an EVACUATION 3 SIGNAL, security personnel will open gates, close down street (orange cones) to allow students to line up on street (Bonaire St). (see EVACUATION 3)

School Directors

Both school Directors will be involved in all evacuation procedures. They will be the ones in charge to go around school and check all areas to give the okay signal. 

Administrative Secretary / Spanish Teacher No. 2

Will go to supervise evacuation in Main Building, 2nd Floor (Left wing and central stairs).
Cashier / Spanish Teacher No. 4

Will go to supervise evacuation in Main Building, 2nd Floor (right wing stairs).
Librarian  

Will supervise evacuation in Main Building, 3rd Floor (both left and right wings).
Physical Education Teacher / Spanish Teacher No. 5

Will go to supervise evacuation in New Building, 2nd Floor.
PK Academic Coordinator and Assistant 

They will supervise evacuation of preschool levels and indicate them where to line up /  where to go to (in case of EVACUATION 3 SIGNAL)

Computer Teacher

He will supervise evacuation of right wing of main building (1st floor) making sure everyone goes out of the building.
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Cont.

EVACUATION TEAM PROCEDURES
Elem/MS/HS Academic Coordinator / Spanish Teacher No. 1
The Elem/MS/HS Academic Coordinator will be at main building front area (court) to indicate teachers and students where to line up /  where to go to (in case of EVACUATION 3 SIGNAL)

Elem/MS/HS Acad. Coord. Assistant / Spanish Teacher No. 3
The Elem/MS/HS Academic Coordinator Assistant will be at new  building open area (court/cafeteria) to indicate teachers and students where to line up /  where to go to (in case of EVACUATION 3 SIGNAL)

Classroom Teachers

Teachers will remain with students at all times. In case of EVACUATION 1 SIGNAL, teachers will be in classrooms maintaining students calm and ready to go home if needed. (SEE NOTE BELOW)
In case of EVACUATION 2 SIGNAL, teachers will escort students to the assigned areas (see GATES ASSIGNED) always in a line. In case of EVACUATION 3 SIGNAL, teachers will escort students OUT OF THE SCHOOL CAMPUS and will line them up on the street in proper order (see GATES ASSIGNED)
Teacher Assistants 
Each teacher assistant will be in charge to pick up student(s) in classroom, mark them off the list, and deliver them to assigned gate (EVACUATION 1 SIGNAL). For EVACUATION 2 + 3 SIGNAL, assistants will help their class to evacuate along with the teacher.

*TEACHERS’ RESPONSIBILITY In the event of an emergency 

All teachers need to remain composed and actively work with their students to keep them calm, quiet and organized. Teachers should not leave their students to search for their own children. Trust that the teachers in the classrooms where the faculty/staff children are assigned are taking the necessary precautions to ensure that all children remain safe. If evacuation order is given, teachers need to follow the evacuation procedures and conduct students as calmly and quietly as possible.
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EVACUATION PROCEDURES:

Procedures 1 / 2 / 3

PROCEDURE #1: EMERGENCY STUDENTS DISMISSAL

students must go home inmediately. Parents picking students up all at once.

All gates will be locked. Evacuation team members will be on their assigned areas. All students will remain in their classroom until called by  the gate person announcing parents arrival. Teacher aides, Spanish teachers (1-5) and the Computer Teacher will help collecting students from classrooms (grade levels without teacher assistants) and taking them to the assigned gate. 

PROCEDURE #2: EMERGENCY ALARM

students must leave classrooms and go to open areas (courts)

All gates will be closed, but unlocked. Evacuation team members will be on their assigned areas. All teachers and assistants will walk students (in lines) to school open areas already assigned to each grade level and will line them well organized. After the clear signal is given by the School Directors (“okay” signal), teachers will take students back to their classrooms.
PROCEDURE #3: FIRE ALARM / OUT-OF-THE-FACILITIES ALARM

students must leave classrooms and school facilities, and must be taken somewhere else.

All gates will be opened. Security Personnel will proceed to close down street access from San Francisco de Asis St. and Bonaire St. (west to east) and from Calle 6 St. (east to west), and will maintain positions to avoid reckless drivers to access. Evacuation team members will be on their assigned areas to supervise students evacuation. All teachers and assistants will walk students through the assigned gates and will take them to the street (Bonaire) in front of main building and will have students in lines waiting for further instructions (Arrangements have been made already with the neighbors to avoid inconveniences) to provide our students with a nearby safe place away from school classrooms in case is needed. 
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