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A plan for the TEC is being developed to account for any persons who might be left in
the building during an evacuation. This plan will make it possible to give an accounting
to officials (such as the fire or police department) of persons who might be left inside.
Hopefully, it will not be necessary to use these procedures in a real emergency, but
procedures will be practiced during every fire drill administered by the laboratory school.

SAFE HAVEN

During an evacuation of the building (fire drill), occupants should exit the building in an
orderly fashion through the nearest exit and proceed to the safe haven. The safe haven for
the TEC will be in two areas on the east (rear) side of the TEC: one for the Laboratory
School and one for the remainder of the college.  All Laboratory School personnel and
children will exit to the rear of the laboratory school on the north east side beyond the
playground equipment where faculty, staff and laboratory students will not impede
emergency personnel. The safe haven for the Department of Teaching and Learning,
Department of Educational Leadership and Technology, the Dean’s Office and all offices
related to those departments will be to the rear of the south annex of the TEC on the south
cast side. All evacuees should assemble well away from the TEC so as not to impede
emergency personnel.

PROCEDURES:

Every office, department, laboratory school class, and college class should have one
person assigned to report persons unaccounted for in the case of an evacuation. The
classroom teacher would be responsible for the accounting of the students in his/her
classroom. Offices should have one person assigned to account for all persons in that
office area. Laboratory teachers will report the names of unaccounted students to the
Laboratory School Director. The Heads of the Department of Teaching and Learning and
Educational Leadership and Technology will receive reports for unaccounted persons
from each class being taught during the evacuation and from each office in that
department. The Laboratory School Director and the two department heads within the
TEC will report unaccounted persons to the Dean or designee. The Dean or designee will
account for all persons in the dean’s office. A summary report can be given to campus
police and fire department personnel indicating the names of unaccounted staff and
students who might be left in the building.




