
Emergency Response and Evacuation Procedures

Emergencies are unexpected events which must be dealt with urgently to protect the health and
safety of others. “Emergency” includes any dangerous situation involving an immediate threat to
the health or safety of students, faculty, staff or guests occurring on or near the campus,
including fires.  Upon observing or involvement in any type of emergency, students ,faculty staff
and guests should immediately call 911.

If possible, information about the emergency should also be communicated immediately to the
director, Carol Thomas or other available staff for purposes of expediting the College’s activation
of its Emergency Response and Evacuation Procedures set forth below.

Upon notification of a report of a crime or emergency, the school official that is notified will
immediately assess, based on his/her own judgement or after consultation with other Kubert
School employees, whether the situation warrants contacting 911 and/or following the
emergency response evacuation procedures contained below.

In the event the building needs to be evacuated or locked down for any reason, maps of the
evacuation route have been posted in each office, common areas and classrooms.

The Kubert School maintains Emergency Response and Evacuation Procedures and outlines
actions staff, faculty, and students must take to protect their mutual health and safety. The
Kubert School will, without delay, and taking into account the safety of the students, faculty and
staff, determine the content of the notification and initiate the notification system, unless issuing
a notification will, in the professional judgment of the President and Director or other responsible
authority, compromise efforts to assist victims or to contain, respond to or otherwise mitigate the
emergency.

In the event of an emergency, The Kubert School Officials will notify the campus community as
soon as we have confirmed that a significant emergency or dangerous situation exists. The
Kubert School has developed a process to confirm that if there is a significant emergency,
determine who to notify, determine the content of the notification, and initiate the notification
system. In the event of a significant emergency, the School will issue a warning via one or more
of the following means of communication: emergency alarm system, college website, social
media, text or email message, other spoken or written verbal announcement, or other
appropriate means to immediately inform individuals on campus of the need to evacuate and
the procedures to follow. The only reason the School would not immediately issue a notification
for a confirmed emergency or dangerous situation would be if doing so would compromise
efforts to assist a victim, contain the emergency, respond to the emergency; or otherwise
mitigate the emergency.

Depending on the situation, additional alerts will be disseminated as information becomes
available. If deemed necessary, the front desk personnel and Director will notify the local police,
fire, public health agency, or other appropriate first responders to assist with the emergency.



The Kubert School’s administrative staff will contact those listed as emergency contacts by the
student via phone if the situation warrants. Other staff and faculty members may be designated
as back-ups and to assist with assigned tasks. Local authorities will determine when and if it is
necessary to notify the surrounding community.

In the event of an immediate threat emergency, the school official will press the emergency
alarm and/or text/email to notify all students, faculty, staff or guests that an emergency is
occurring and it is necessary to immediately activate the Active Intruder Response.  The Active
Intruder Response is outlined below:

1. Close and lock all classroom doors immediately.
2. Barricade classroom doors with desks and furniture.
3. Lay as flat as possible on the floor in a far corner.
4. Wait for the authorities.

Evacuations to safe locations will be implemented when necessary and proceed in an organized
manner per policy and procedure. All students are required to comply with the plan and the
directions given to them by campus safety staff, faculty, or public emergency response teams or
law enforcement agencies during actual emergencies and drills for their personal safety. At no
time during an actual campus emergency or drill shall students be permitted to leave the
campus unless directed to do so.

The Kubert School tests its emergency response and evacuation procedures twice annually on
an announced or unannounced basis. When tests are conducted, the School publicizes its
emergency response and evaluation procedures to students, faculty, and staff, including making
available a copy of this policy.

The Kubert School  maintains documentation of each test exercise including date and time
performed and whether it was announced or unannounced.

The plan, including any updates, is reviewed with new students and employees during
orientation, in classes at the start of each term, and at a number of faculty meetings during the
year. Evacuation routes are identified in each classroom/office/Hallway and other areas the
Campus Officials deems necessary.

Students and employees are encouraged to be responsible for their own security and the
security of others. Employees and students are expected to follow safe practices while on
campus property. Following safe practices will reduce the possibility of accidental emergencies,
and increase the effectiveness of the campus response to unforeseen emergencies.

The campus community is obligated to report all unsafe activities, potential and real
emergencies, and/or criminal activities to the Director, Carol Thomas or the Title IX Coordinator,
Tashi Winston, as soon as possible.


