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1. INTRODUCTION 
This describes the school, the school’s location, the number of people at the school, and the aim and objective of the plan. 
 

SCHOOL NAME  

DEPT OF EDU CODE NO.  

SCHOOL ADDRESS  

NO. OF STUDENTS  

NO. OF FACULTY  

NO. OF STAFF  
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2. RISK ASSESSMENT 
This outlines all potential hazards and risks that could affect the school, including road safety, natural disaster, power 
outages, active shooters, and others. 
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3. PREPAREDNESS PLAN 
This explains all teams that aid in a disaster program, as well as each of the individual roles of those teams, including site 
security, fire aid, fire safety, evacuation, etc. It also details all of the resources needed to carry out each of the plans in the 
event of a disaster. There should be a detailed school map located within this part of the plan. 
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4. RESPONSE PLAN 
This section outlines the ways in which each team and all other members of the school should respond to a disaster, 
including alternate arrangements and locations. 
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5. MITIGATION PLAN 
This section details the steps needed to be done to ensure the utmost safety of all students and staff members, including fire 
safety measures, hallway procedures, and safety audits. 
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6. EMERGENCY MANAGEMENT CHECKLIST 
This list should be included to ensure that all proper steps are taken during a disaster or disruption. 
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DISCLAIMER 
 
Any articles, templates, or information provided by Smartsheet on the website are for reference 
only. While we strive to keep the information up to date and correct, we make no representations 
or warranties of any kind, express or implied, about the completeness, accuracy, reliability, 
suitability, or availability with respect to the website or the information, articles, templates, or 
related graphics contained on the website. Any reliance you place on such information is therefore 
strictly at your own risk. 
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