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This flipchart is designed to help you in a real crisis situation. When a crisis happens, it can be divided into four segments: 
The Impact Phase (It is happening right here, and right now - to us), Immediately Afterward, Hours Later and the Aftermath.

This chart is designed to address the first two of those segments: The Impact Phase and Immediately Afterward. This is essentially the ‘first 
hour’ of reaction to the crisis - what to do and how to proceed in order to cover all of the bases in each uniquely difficult and challenging
situation.

This flipchart will NOT cover each and every incident that you may encounter in your school. It is hoped, however, that the range of emergencies
presented and the steps involved in each in the first hour will enable you to adapt and modify procedures as needed, depending on the 
unique nature of the emergency in your school.

Initial information typically includes erroneous assumptions and misinformation. You may need to revise your first response at a moment’s 
notice. Always remember that, as a Principal/Vice-Principal, the way you receive information and respond to it can have an incredibly strong 
impact on the ultimate outcome of the crisis.

  Please note:

Throughout this document the call to the Emergency Response System is shown as “9-1-1”. Make sure everyone in your school building is 
aware of any additional dialing requirements to get an outside line to access the “9-1-1” Emergency Response System.

GUIDING PRINCIPLES EMERGENCY RESPONSE



If you are personally involved in the incident. Your firsthand observations may be affected by the nature of the incident (i.e., you could be 
shocked, stunned, or dazed like everyone else involved);

You may be near the incident scene, but not directly involved with it;

In both the above scenarios, rumours will travel quickly and appear to be facts. Despite your proximity to the situation, a true and accurate fact
pattern takes time to emerge;

You may be away from your school at another location when the incident unfolds; 

It may be difficult to obtain accurate information from someone who may be experiencing traumatic stress and you may be coping with your 
own strong emotional reaction, depending on the severity of the incident;

The source of your initial notification of an emergency situation could be students, school staff, parents/guardians, community neighbours or 
the Police; 

      Four questions, if asked and answered efficiently, will give you the threads of information you need to weave a strategy and implement your   
      response:

 1. What happened?   2. How bad is it?
 3. What is being done?  4. What is the potential for escalation?

      As the crisis unfolds, minimize the ongoing danger, ensure the health and safety of everyone in the school, strive to maintain a state of 
      deliberate calm, listen carefully as information comes in, then balance decisiveness, flexibility, persuasiveness and action; and

      Keep track of unfolding events by keeping notes.

NOTIFICATION SCENARIOS & EMERGENCY RESPONSE:



DEFINE THE CRISIS
   Is there any continuing danger? 
	 •	Take	action	to	protect	anyone	from	harm

   Is there access/direction for any emergency vehicles en route?
	 •	Provide direction and assistance for arriving emergency vehicles

   What information requires further verification and assessment?
	 •	Confirm information from eyewitnesses; sort rumour from facts

   What further communications need to be received? 
	 •	Have	you	heard	from	those	directly	involved?

INTERVENTION / CONTAINMENT PLAN

   Is the area secure?  (i.e., area cordoned off)
	 •	Who	can	you	put	in	place	until	police/fire/ambulance	arrive?

   What can be done to prevent this situation from getting worse? 
	 •	Seek to put measures in place which will de-escalate the situation

SEEK SUPPORT
   What immediate legal or regulatory compliance issues need to
 be addressed? 
	 •	Seek	information	and	assistance	from	your	Superintendent	of
      Education

   Who needs to be notified immediately to provide assistance? 
	 •	Follow	TDSB	notification	protocol	outlined	inside	this	
   document

CHECKLIST OF IMMEDIATE ACTION
 What internal or external support personnel need to be contacted  
   immediately for assistance? 
•	Superintendent	of	Education
•	Call	Centre		 	 							 																				 416-395-4620
•	Occupational	Health	&	Safety																				 																			416-397-3210
•	Employee	Services:																			Support	Staff	 																			416-397-3566
	 	 	 																						Elementary	Teaching														416-393-8093
  	 																						Secondary	Teaching																416-397-3238
•	Communications	&	Public	Affairs																																					East:			416-396-2088
 	 	 	 	 	 							West:		416-394-2024
•	Toronto	Police	Service	/	EMS														9-1-1
•	Local	Police	Division		 															416-808-	_______
•	Toronto	Police	Service	Street	Crime		 _______________
•	Caring and Safe Schools Office                       Area	A	&	B	:	416-394-4030     
					 	 														 	 																			Area	C	&	D:	416-396-5411
•	Crisis Response: Social Work  Area	A:	416-394-3388			Area	B:		416-394-3767
   and Attendance  Area C:	416-396-7935				Area	D:	416-396-3400
•	Risk	Management	Office		 	 	 	 	416-395-9780
•	Toronto	Public	Health,	General	Inquiry	 								 	416-338-7600
•	Toronto	Public	Health,	Communicable	Disease										 	416-338-8563

COMMUNICATIONS
Are the media calling for information or are the media on their way to the 
school?
•	Call	Communications	&	Public	Affairs	for	assistance	and	support

Do individual parents/guardians need to be notified immediately?
•	Notify	parents/guardians	of	students	involved,	if	student	is	under	18	
years of age.

What information should be provided to those who call? 
•	Develop	and	convey	a	consistent	information	to	outside	callers
•	When	appropriate	use	school	telecommunications	system,	school		
  website, and social media to provide information.



WHAT IS A CRITICAL INCIDENT?
RESPONDING TO EXTREME EMERGENCIES • 9-1-1
   There are many types of emergencies. All require a series of actions along with notification. In most cases 9-1-1 is required. Ensure that all staff is 
   familiar with dial out requirements re: 9 - 9-1-1  or 9-9- 9-1-1. When calling 9-1-1 stay on the line until all the needed services are requested.
   For example, Police, Fire or Ambulance may be required. The 9-1-1 operator will take the necessary information.

    Self-identification
			 	 Name	&	address	of	location
    What happened
    Nature of injury
    Location of any injured
    Number of injured 
   Weapons, if any

Caller should stay on the line until released. Once released, contact the TDSB Call Centre 416-395-4620
A critical incident can also be a traumatic event that produces shock and grief in members of the school community.  Such an event generally in-
volves serious injury, illness or death of a student or school staff member but can also include the death of a community member that impacts the 
school, a natural catastrophe, or violent incident within or outside the school community. Some examples include:

  A violent act, such as a stabbing, murder or sexual assault involving a member of the school community
  A tragic news event (e.g., September 11, 2001)
  Death of a community person who is well known at the school

WHAT DOES THE SCHOOL ADMINISTRATOR NEED TO DO?

  Call 9-1-1 if the issue is life threatening
  Notify the victim’s parents/guardians/family (where appropriate)
  Notify your Superintendent of Education (who will notify the applicable Associate Director), Caring and Safe Schools Office: 
  Area	A	&	B	:	416-394-4030;	Area	C	&	D:	416-396-5411,	TDSB	Call	Centre	416-395-4620	and	Employee	Services:	
	 	 Support	Staff	416-397-3566;	Elementary	Teaching	416-393-8093;	Secondary	Teaching	416-397-3238
  Request the services of the Crisis Response Support Team through the Chiefs of Social Work and Attendance Office:
	 	 Area	A	416-394-3388;	Area	B	416-394-3767;	Area	C	416-396-7935;	Area	D	416-396-3400
  Clarify the basic facts around the event. Speak with the family to determine what information they want shared
	 	 Complete	the	online	Crisis	Report	form	(PR.569A	COM)	available	on	the	Principals’	website
      Complete the Risk Management online Incident Report at https://osbie.prosoftech.com/login.aspx  
  and email a copy to risk.management@tdsb.on.ca. 

CRITICAL INCIDENT



DEATH OR CRITICAL INJURY  STAFF OR STUDENT IN SCHOOL OR WORKPLACE

The	Occupational	Health	&	Safety	Act	requires	notification	of	the	Ministry	of	Labour	whenever	a	person	is	killed	or	critically	injured	in	the	workplace.	
“Person” includes all staff, students, volunteers or visitors on TDSB property. A critical injury means an injury of a serious nature that:

  Places life in jeopardy 
  Produces unconsciousness 
  Results in substantial loss of blood 
  Involves the fracture of a leg or arm but not a finger or toe 
  Involves the amputation of a leg, arm, hand or foot, but not a finger or toe 
  Consists of burns to a major portion of the body or 
  Causes the loss of sight in an eye 

IN ALL CASES:
  Call 9-1-1
  Provide First Aid as appropriate
	 	 Call	the	Occupational	Health	&	Safety	Office	416-397-3210
  Call the Superintendent of Education (who will notify the applicable Associate Director)
  Call Employee Services Office:
	 	 				•	Support	Staff	-	416-397-3566
	 	 				•	Elementary	Teaching	-	416-393-8093
	 	 				•	Secondary	Teaching	-	416-397-3238
  Call parents/guardians or staff emergency contact 
	 	 Call	the	TDSB	Call	Centre	416-395-4620
  Call	to	access	TDSB	Crisis	Response	Support,	through	the	Chiefs	of	Social	Work	and	Attendance	Office:	Area	A	416-394-3388;	
	 	 Area	B	416-394-3767; Area	C	416-396-7935;	Area	D	416-396-3400    

IMPORTANT!  Be sure to secure the scene of the incident undisturbed pending further investigation by the Ministry of Labour and/or the police.

•	Note: Immediately following the emergency, Principal/Designate must complete the “Supervisor’s Accident/Incident Investigation   
Report”	form	online	for	submission	to	the	Health	&	Safety	Office.

By the end of the day following the emergency, Principal/Designate must complete the Risk Management online Incident Report  
at https://osbie.prosoftech.com/login.aspx and email a copy to risk.management@tdsb.on.ca when a student or visitor to the site  
is involved.

This form is available on the TDSB Principals’ website under Directories and Forms.

DEATH OR CRITICAL INJURY: STAFF OR STUDENT IN THE SCHOOL OR WORKPLACE



IMMEDIATE EMERGENCY PROCEDURES
ABUSIVE INDIVIDUALS (Intruders)
Dealing with difficult people from time to time is a reality for educators. If someone who is being difficult arrives at the school:

  Warn individuals or groups who are causing a disturbance that their behaviour is unacceptable
  Ask the offending person to calm down or he/she will be asked to leave the property
  Ask the offending person to leave the property. If that person’s behaviour does not change as requested or if the person refuses to leave  
  the property, inform the person that you will call the police
  If the person becomes violent or is deemed to be threatening then call 9-1-1
	 	 If	the	person	is	simply	refusing	to	leave	the	premises	(e.g.,	sits	in	your	office)	then	call	Toronto	Police	Services	at	416-808-2222	and	ask		
  that an officer attend the school to remove the offending person

ALLERGY-BASED EMERGENCY
Anaphylaxis is a severe allergic reaction that can be fatal. Most common triggers are foods, medications, insect stings or non-food materials. If 
a student has an epi-pen, administer it immediately according to your Emergency Response Plan for that student. Refer to the TDSB document 
“Sabrina’s Law – Dealing With Anaphylaxis In Our Schools – Prevention First 2010”.

  Administer the epinephrine auto-injector immediately, being sure to grip the auto-injector with a tight fist.
  Notify the parents/guardians
  If no epi-pen has been provided for the child, use the school’s epi-pen
  Call 9-1-1 for immediate transport to the hospital, use the word “anaphylaxis”
  Call the parent/guardian to meet the child at the hospital
  Assign a staff member to accompany the affected child and remain with the child until the parent/guardian arrives
          Complete the online OSBIE Incident Report at https://osbie.prosoftech.com  for a student or visitor to the site who requires   
  an epinephrine injection

IMMEDIATE	EMERGENCY	PROCEDURES



POLICE	•	GENERAL	INFORMATION

POLICE • GENERAL INFORMATION 
EMERGENCY SITUATIONS
	 	 	 •	Always	dial	9-1-1

NON-EMERGENCY SITUATIONS
	 	 	 •	If	you	need	a	Police	Officer	to	attend:		 	 	 	 416-808-2222	(TPS	dispatch)
	 	 	 •	To	book	an	appointment,	call	your	local	Division		 	 416-808	+	Division	Number

   EXAMPLE:      416-808-1200		 (12	Division)

NB: If you need police to come to your school because of an ongoing issue that is a non-emergency, DO NOT LEAVE VOICE MAIL 
for	your	School	Officer	or	Street	Crime	Officer.	He/she	may	not	get	your	message	for	several	days.	Always	use	the	416-808-2222	
number for such situations.

   TDSB	Call	Centre		 	 	 									416-395-4620
   Occupational	Health	&	Safety		 	 									416-397-3210
   Employee Services:  
	 	 	 	 Support	Staff	Office	 										 									416-397-3566
						 															 	 Elementary	Teaching	Office																						416-393-8093
	 	 	 	 Secondary	Teaching	Office	 									416-397-3238
   Caring and Safe Schools Office	 								 									Area	A	&	B	:	416-394-4030					
	 	 	 	 	 	 	 	 										Area	C	&	D:	416-396-5411	
	 	 	 Communications	&	Public	Affairs		 									West		416-394-2024						 East		416-396-2088	
	 	 	 Toronto	Police	Services	 	 	 									416-808-2222
	 	 	 Local	Division	 	 	 	 									416-808-	________________
	 	 	 TPS	Street	Crime	 	 	 									416-808-	________________
	 	 	 Local	Hospital		 	 	 	 									________________________
	 	 	 Local	Fire	Department	 	 	 									________________________
   Crisis Response Social Work and Attendance 			Area	A	416-394-3388	 Area	B		416-394-3767
	 	 	 	 	 	 	 	 								Area	C	416-396-7935	 Area	D	416-396-3400	
	 	 	 Risk	Management	Office		 	 								416-395-9780
	 	 	 Toronto	Public	Health,	General	Inquiry																								416-338-7600
	 	 	 Toronto	Public	Health,	Communicable	Disease									416-338-8563
	 	 	 Poison	Control	 	 	 	 								________________________
	 	 	 Animal	Control	 	 	 	 								________________________	 	  



SEXUAL MISCONDUCT
ALLEGED SEXUAL ASSAULT OR INAPPROPRIATE SEXUAL TOUCHING OF A STUDENT BY ANOTHER STUDENT
  Do not start an investigation, only clarify the nature of the complaint
	 	 TDSB	Operational	Procedure	(PR.608	SCH)	outlines	steps	to	be	taken	in	detail.	Please	refer	to	this	procedure	
	 	 Chiefs	of	Social	Work	and	Attendance	are	available	for	immediate	consultation:	Area	A	416-394-3388;	Area	B	416-394-3767;	
					 	 Area	C	416-396-7935;	Area	D	416-396-3400
  Contact	Caring	and	Safe	Schools	Office:	Area	A	&	B	:	416-394-4030;	Area	C	&	D:	416-396-5411
  

MALTREATMENT OF OR SEXUAL MISCONDUCT TO STUDENTS BY A BOARD EMPLOYEE OR VOLUNTEER
	 	 TDSB	Operational	Procedure	(PR.560	SCH)	outlines	steps	to	be	taken	in	detail.	Please	refer	to	this	procedure
  Inform your Superintendent of Education immediately 
                  Contact Employee Services for direction
	 	 Support	Staff		 	 	 					416-397-3566
	 	 Elementary	Teaching	Staff			 	 					416-393-8093
	 	 Secondary	Teaching	Staff		 	 					416-397-3238
  Contact Communications and Public Affairs if charges are pending.
	 	 East	office	416-396-2088
	 	 West	office	416-394-2024

DISCLOSURE OF OR SUSPICIONS OF ABUSE OR NEGLECT 

  You must report abuse and neglect - witnessed, disclosed or suspected - to the appropriate Children’s Aid Society. Ask for an Intake Worker
	 	 Contact	Employee	Services	Office	if	the	allegation	involves	a	staff	member:	Support	Staff	416-397-3566;	Elementary
	 	 Teaching	416-393-8093;	Secondary	Teaching	416-397-3238
  Do not start an investigation, only clarify the nature of the complaint
  If it is a third party disclosure, do not interview the alleged victim
  If unsure about reporting, consult with the Children’s Aid Society 

	 	 Children’s	Aid	Society	of	Toronto		 	 	 416-924-4646
	 	 Catholic	Children’s	Aid	Society	of	Toronto		 	 416-395-1500
	 	 Jewish	Child	and	Family	Services	of	Toronto			 416-638-7800
	 	 Native	Child	and	Family	Services	of	Toronto	 	 416-969-8510

  
	 	 Please	see	TDSB	Operational	Procedure	(PR.560	SCH)	for	next	steps	and	contact	the	appropriate	Employee	Services				
	 	 Office:	Support	Staff	416-397-3566;	Elementary	Teaching	416-393-8093;	Secondary	Teaching	416-397-3238

SEXUAL	MISCONDUCT	•	INAPPROPRIATE	SEXUAL	TOUCHING	•	CHILD	ABUSE	&	NEGLECT

CHILD ABUSE & NEGLECT (C.A.S.)



DEMONSTRATIONS/WALKOUTS
DEMONSTRATION/WALKOUT IN PROGRESS
 Call	Caring	and	Safe	Schools	Office:	Area	A	&	B	:	416-394-4030;	Area	C	&	D:	416-396-5411	
 and your Superintendent of Education for support and assistance
	 Call	Communications	&	Public	Affairs	Office:	West	416-394-2024;	East	416-396-2088
 Be proactive to ensure student safety

POTENTIAL DEMONSTRATION/WALKOUT SITUATION 
 Be proactive about identifying the group who is/are concerned
 Meet with the group to discuss their concerns
 Work with the group to find a positive, helpful solution to their issues
 Find areas of support and mutual agreement
	 Offer	support	from	Guidance	or	other	TDSB	staff
 Ask where they would go and what they would do in a walkout/demonstration
 Express your concerns for student safety
 Ask for constructive in-school alternatives to their plan (i.e., announcements, assembly)
 Stay open and receptive to student suggestions
 Ask for support and co-operation in remaining in school
 Express concern about the potential for consequences and possible disciplinary action, depending on the situation (judgment call)

 First and foremost, contain the emergency at hand (see Checklist of Immediate Action, located at the beginning of this document)
	 If	you	need	immediate	media	relations	support	call	your	Communications	Officer	(West:	416-394-2024	or	East:416-396-2088),	the	
	 Manager,	Media	Issues	416-397-3979,	or	the	Communications	Officier/Media	Issues	416-540-4449
 Media outlets can also scan all emergency calls so you can expect media attendance for anything above minor incidents 
 involving emergency services. The media will want to be close to where the emergency personnel will be arriving/departing/operating. 
 Finding an off-property area close to this will help contain the situation and ensure they can help update the public
 Post staff at the entrances of the school and main entrances to the property. They will help direct emergency services personnel to the part of  
 the property where they are needed. If the media arrive on site, these staff  can also direct them to a designated area
 If media are aggressively demanding answers or access, do not feel pressured to give an immediate response. Be polite and tell them that 
 someone will speak with them as soon as possible
	 Work	with	Communications	&	Public	Affairs	department	on	any	communication	materials	and	updates
	 Students	under	the	age	of	18	MUST	have	a	Student	Media	Release	Form	signed	by	a	parent/guardian	to	be	able	to	speak	to	the	media

DEMONSTRATIONS	/	WALKOUTS		•		MEDIA	COMMUNICATIONS

MEDIA COMMUNICATIONS



MISSING	CHILD	EMERGENCY	•	WEATHER	EMERGENCY	•	BUS	ACCIDENTS

MISSING CHILD

WEATHER EMERGENCIES
 In extreme weather emergencies, a decision to close schools is made by the Director by 5:15 a.m. 
 The decision will be shared through radio and television by 5:30 a.m. Communications and Public Affairs will notify media and post to TDSB’s
      website and social media.
 In some cases, only transportation will be cancelled.  This will also be reported to the media

If extreme weather occurs during the day, the Director may also close schools. At the school the following is expected:

 All students JK to grade 5 will remain at school until a parent/guardian is notified and supervision at home is available
	 Students	in	grades	6-12	may	be	dismissed	early	if	parents/guardians	have	completed	and	signed	an	Early	Dismissal	form
 Supervision inside the school will be available for all students whose parents/guardians have not been contacted or if no signed early dismissal forms
 are on file

Additional information on severe weather is available on the Principals’ website > Crisis/Issues Management > Severe Weather

 Follow Safe Arrival Procedures (i.e., contact parent/guardian)
 Verify that the child is missing (internal school procedures)
 Call your Superintendent of Education (who will notify the applicable Associate Director)
	 Call	Caring	and	Safe	Schools	Office:	Area	A	&	B	:	416-394-4030;	Area	C	&	D:	416-396-5411
 Call 9-1-1
	 Call	Communications	and	Public	Affairs	Office:	West	416-394-2024;	East	416-396-2088	
	 	 •	Continue	to	gather	information
	 	 •	Obtain	a	picture	of	the	child/student
 Call a staff meeting to provide information to teachers/staff, as applicable

 Complete the online Risk Management Incident Report at https://osbie.prosoftech.com/login.aspx  
 and email a copy to risk.management@tdsb.on.ca
 Complete the Crisis Report by the end of the day.

BUS ACCIDENTS
	 Contact	Transportation	Services	416-394-6190	
 Contact the Superintendent of Education
	 Contact	the	TDSB	Call	Centre	416-395-4620
      Contact Communications and Public Affairs   East:			416-396-2088	 West:		416-394-2024
 Complete the Crisis Report if students/staff involved.



FIRST AID INJURIES (I.E., BLEEDING)
IN CASE OF INJURY
 Treat injuries in order of priority 
  1 - breathing 
  2 - bleeding 

 Call 9-1-1 if necessary
 Complete the online OSBIE Incident Report at http://www.osbie.on.ca/incident-reports/
 Complete the Crisis Report
Note:  In all cases of 9-1-1 being called involving staff, the Occupational Health & Safety Office must be notified at 416-397-3210. First 
Aid training for staff, in order to meet Regulation 1101 of the Workplace Safety and Insurance Board, can be arranged through the 
Occupational Health & Safety Office.  All other First Aid Training should be coordinated through the school/site.

ALLERGIC REACTIONS
Anaphylaxis is a severe allergic reaction that can be fatal. Most common triggers are foods, medications, insect stings or non-food materials. If a stu-
dent has an epi-pen, administer it immediately according to your Emergency Response Plan for that student. Refer to the TDSB document  
“Sabrina’s Law – Dealing With Anaphylaxis In Our Schools – Prevention First 2010”. 

 Administer the epinephrine auto-injector immediately, being sure to grip the auto-injector with a tight fist. Notify the parents
 If no epi-pen has been provided for the child, use the school’s epi-pen
 Call 9-1-1 for immediate transport to the hospital, use the word “anaphylaxis”
 Call the parents/guardians to meet the child at the hospital
 Assign a staff member to accompany the affected child and remain with the child until the parent/guardian arrives
 Complete the Risk Management online Incident Report at https://osbie.prosoftech.com/login.aspx  
 and email a copy to risk.management@tdsb.on.ca.

SEIZURES
 Remove any furniture or items near the person
 Keep the person warm
 Remove bystanders
 Call 9-1-1 for transport to hospital. Assign a staff member to accompany the affected child if the person is a student
     Inform parents/guardians or the staff emergency contact
 Complete the Risk Management online Incident Report at https://osbie.prosoftech.com/login.aspx  
 and email a copy to risk.management@tdsb.on.ca.

BROKEN LIMBS/FALLS THAT AFFECT THE BACK, HEAD OR NECK
 Do not move the person
 Call 9-1-1 for immediate assistance
 Call parents/guardians or staff emergency contact
 Assign a staff member to accompany the affected child, if possible
 Complete the Risk Management online Incident Report at https://osbie.prosoftech.com/login.aspx  
 and email a copy to risk.management@tdsb.on.ca.

FIRST	AID	•	MEDICAL	EMERGENCIES	•	INFECTIOUS	DISEASES

INFECTIOUS DISEASES
Students with mild diseases such as colds should be encouraged to recuperate at home. Principals are required under the Health Protection and 
Promotion Act to report certain communicable diseases to the Toronto Public Health. This can be done by contacting the Toronto Public Health, 
Communicable	Disease	department	at	416-338-8563.	Any	questions	about	actions	to	be	taken	should	be	communicated	to	the	Superintendent	of	
Education for the school. Contact Communications and Public Affairs for assistance with letters home to parents.

A complete list of Reportable Communicable Diseases can be found at: http://www.toronto.ca/health



THREATS	TO	SCHOOL	SAFETY	(HOLD	AND	SECURE	•	LOCKDOWN)

  Definition: A response to a serious emergency situation where the threat is inside, on or very near to the school.

 Notify staff and students as follows: “May I have your attention please!  This is a (name of school) emergency. The school is now in LOCKDOWN mode”
 Lock all classroom and office doors
 Lock all exterior doors (where it is safe to do so) with the exception of one left unlocked to allow emergency personnel to access the building 
	 Follow	normal	Crisis	Communication	Procedures	(PR.569A	COM)	
 Remain calm and reassure colleagues that the emergency is under control
 Lunchroom supervisors and hall monitors should follow these procedures in the cafeteria if the lockdown occurs during the lunch hour
 Keep everyone facing away from glass and doors where possible
 Close shades or drapes in all cases
 Don’t release anyone, except by the direction of the Principal or Designate or the Police
 Do not release students or staff to rest rooms or lockers
 Do not use radio, TV, or cell phones in classrooms 
 Everyone should lie on the floor if gunshots are heard
 CALL 9-1-1 DIRECTLY with vital information (e.g., I see a person in the North West hallway)
 Support staff will report to a previously designated location (i.e., main office or library) if it is safe to do so
 Prepare students for staying in a lockdown mode for an extensive period of time
 Contact transportation to advise staff of the situation
 Only open the doors when an ‘All Clear’ or ‘Release Code’ is given by the Principal/Designate or emergency personnel
 Have a consistent message for parents who are calling the school during the lockdown
 Adult students and visitors are required to obey Lockdown Procedure instructions while on TDSB property
 Teachers should take note of attendance but not call the office
 Principal/Designate must ensure that all necessary requirements and/or medication for life threatening situations (e.g., diabetes) are available as  
	 described	in	a	Management	of	Emergency	Medical	Concerns	Form	(Form	536B)
 By the end of the day complete the Crisis Report.

LOCKDOWN

  Definition:  A response to a threat in the general vicinity of a school but not on or near school property.
 
 Notify staff and students as follows: “May I have your attention please! (Name of school) is now in HOLD AND SECURE mode”
 Lock ALL exterior doors
 Close shades and drapes in all cases
 Do not allow anyone to leave the school building, except by the direction of the Principal/Designate or emergency personnel
 Staff members, as directed by the Principal, will monitor access doors
	 Contact	transportation	(416-394-6190)	to	advise	them	of	the	situation	
 Have a consistent message for parents/guardians who are calling the school during the Hold and Secure
 Adult students and visitors are required to obey Hold and Secure procedure instructions while on Board property
 Teachers should take note of attendance but not call the office
	 Follow	normal	Crisis	Communication	Procedures	(PR.569A	COM)
 Communicate with on site tenants (i.e., child care) to make sure everyone is providing consistent messages to parents who are calling

HOLD AND SECURE 

NOTE: Shelter-In-Place is governed by a separate set of protocols as part of the Emergency Evacuation Plan and is used during hazardous 
environmental situations when it is safer to remain inside (e.g. a gas leak in the neighbourhood).



SERIOUS THREATS (I.E., BOMB) & SUSPICIOUS PACKAGES
 During the call ask the caller:
	 	 •	Where	is	the	bomb?
	 	 •	When	is	it	going	to	explode?
	 	 •	What	does	it	look	like?
	 	 •	What	kind	of	bomb	is	it?
	 	 •	Why	did	you	place	the	bomb?
	 	 •	What	is	your	name?
 Trace call when caller hangs up:
	 	 •	Implement	‘call	trace’	by	immediately	telephoning	*957	on	the	same	line 
 Record details: 
	 	 •	Record	time	of	the	call
  •	Immediately	record	the	caller’s	exact	words
	 	 •	Threat	communicated	by	voice-mail	or	e-mail	-	save	the	message
	 	 •	Threat	communicated	in	writing	-	don’t	touch,	preserve	the	scene
 Communication:  
  Immediately:
  •	Suspend	use	of	all	cell	phones	and	2	way	radios	(potential	for	detonating	some	explosive	devices)
	 	 •	Call	9-1-1
	 	 •	Call	your	Superintendent	of	Education	who	will	notify	the	applicable Associate Director
	 	 •	Telephone	the	TDSB	Call	Centre	416-395-4620
 Notification: 
	 	 •	Follow	Emergency	Notification	Guidelines
	 	 •	Alert	school/site	emergency	team	by	using	their	special	code
 Conduct Search: 
	 	 •	Staff	look	for	suspicious	packages	in	their	immediate	work	area
	 	 •	Emergency	personnel	conduct	search	of	interior	and	exterior	of	building
 Object Found: 
  Action:
	 	 •	DO	NOT	TOUCH	IT
	 	 •	Evacuate	the	area	to	100	metres	from	the	location	of	the	suspicious	object
	 	 •	Do	not	route	evacuation	past	the	object
	 	 •	Do	not	use	fire	alarm	-	use	public	address	system	or	megaphone	to	provide	evacuation	instructions
 Wait for Emergency Personnel: 
	 	 •	Refer	to	Emergency	Evacuation	Procedures
	 	 •	Return	to	school	after	“All	Clear”	signal
 Complete Reports:
	 	 •	Record	details,	provide	follow-up	information	to	TDSB	Call	Centre	and	complete	the	online	Crisis	Report	Form	569A 
	 Contact	Caring	and	Safe	Schools	Office:	Area	A	&	B	:	416-394-4030;	Area	C	&	D:	416-396-5411

 

 Dial 9-1-1 in cases of immediate emergencies or serious threats of harm (where the violent incident has already occurred or is suspected of  
 taking place imminently)
 Follow your school’s lockdown and emergency communications procedures where appropriate
 Call your Superintendent of Education
	 Call	the	TDSB	Call	Centre	416-395-4620
 All violent incidents committed by students 12 and older must be reported to the Toronto Police Service as per the Police School Board Protocol  
	 (PR698).	Consult	your	Caring	and	Safe	Schools	Administrator
	 Complete	the	online	Crisis	Report	form	569A	available	on	the	Principals’	website
 Contact Caring and Safe Schools Office: Area	A	&	B	:	416-394-4030;	Area	C	&	D:	416-396-5411
 Principal/Designate must complete the Risk Management online Incident Report at https://osbie.prosoftech.com/login.aspx  
 and email a copy to risk.management@tdsb.on.ca when a student or visitor to the site is injured

SERIOUS	THREATS	(I.E.,	BOMB),	SUSPICIOUS	PACKAGES	&	VIOLENT	INCIDENT/WEAPONS	EMERGENCY

VIOLENT INCIDENT/WEAPONS EMERGENCY



HEALTH	&	SAFETY	•	WORK	REFUSAL	•	DOMESTIC	VIOLENCE

HEALTH & SAFETY - WORK REFUSAL
RIGHT TO REFUSE OR STOP WORK WHERE HEALTH OR SAFETY IN DANGER

All	employees	have	the	right	to	refuse	to	work	when	they	have	reason	to	believe	their	Health	or	Safety	is	in	danger.	The	Occupational	Health	&	
Safety	(OH&S)	Act is specific about the requirements to be followed when a worker indicates he/she is refusing to work. If a worker indicates he/she 
is	refusing	to	work	the	Principal/Supervisor	needs	to	determine	if	the	refusal	meets	the	criteria	defined	by	section	43(3)	of	the	OH&S		Act.

A worker may refuse to work or do particular work if he or she has reason to believe that:

  (a) any equipment, machine, device or thing the worker is to use or operate is likely to endanger himself, herself or another worker
 
  (b) the physical condition of the workplace or part thereof in which he or she works or is to work is likely to endanger himself or herself

  (c) workplace violence is likely to endanger himself/herself
 
  (d) any equipment, machine, device or thing [the worker] is to use or operate or the physical condition of the workplace or part thereof in  
	 	 						which	he	or	she	works	or	is	to	work	is	in	contravention	of	the	OH&S	Act	or	the	regulations	and	as	such	the	
        contravention is likely to endanger himself, herself or another worker

STEPS TO FOLLOW
If the nature of the refusal meets these requirements, the Principal/Supervisor must:

	 	 1.	Immediately	contact	the	OH&S	Office	416-397-3210	and	indicate	you	are	dealing	with	a	work	refusal.	The	OH&S	Office	will	contact
	 	 				the	appropriate	Health	&	Safety	Committee	worker	member	who	will	investigate	along	with	the	OH&S	Office	representative	and	the		
                        Principal/ Supervisor without delay
  2. Notify your Superintendent of Education/immediate Supervisor
  3. Take the necessary steps to ensure the safety of students and employees
	 	 4.	Manager	of	OH&S	will	contact	appropriate	Employee	Services	Office:	Support	Staff	416-397-3566;	Elementary	Teaching	416-393-8093;		
	 	 				Secondary	Teaching	416-397-3238
  5. Pending the investigation the refusing worker (complainant) must stay in a safe place near his or her work station

As	per	O.Reg.	857	under	the	OH&S	Act,	a	teacher	cannot	refuse	to	work	where	the	circumstances	are	such	that	the	life,	health	and	safety	of	a	pupil	
is in imminent danger.

If the nature of the work refusal does NOT meet the requirements above in a), b), c) or d), then this incident does not constitute a legitimate work 
refusal situation.	Call	the	OH&S	Office	397-3210,	or	your	Superintendent	of	Education	if	you	need	more	information.
 
Any	questions	about	this	process	should	be	directed	to	the	OH&S	Office.

The	OH&S	Act	(as	of	June	15,	2010)	indicates	that	“if	an	employer	is	aware	or	ought	to	be	aware	that	domestic	violence	that	is likely to expose a 
worker to physical injury may occur in the workplace, the employer must take every reasonable precaution to protect a worker”. 
If warning signs of domestic violence are noticed, or if an employee discloses domestic violence concerns, here are the next steps to follow:

 Contact the Employee Services Office: 
	 	 	 	 	 	Support	Staff	Office		 416-397-3566
											 	 	 	 	Elementary	Teaching	Office		 416-393-8093
											 	 	 	 	Secondary	Teaching	Office		 416-397-3238 
 Notify your Superintendent of Education or Immediate Supervisor
 Take the necessary steps to ensure the safety of students and employees

HEALTH & SAFETY - DOMESTIC VIOLENCE



WHEN	A	STUDENT	OR	STAFF	IS	ACTIVELY	ATTEMPTING	TO	HARM	THEMSELVES	AT	SCHOOL	FOLLOW	THE	SUICIDE	PROTOCOL	
LISTED BELOW: 
 Call 9-1-1.  Ask for the Emergency Services Mental Health Team, if available. 
 Notify Principal/Designate
 Remain with the student or staff at all times.
 Secure any potentially dangerous items including weapons and substances.  
 Provide First Aid as appropriate 
 Clear the area of bystanders.
 Call parents/guardians
 Ensure the student does not go to the hospital alone.

WHAT DOES THE SCHOOL ADMINISTRATOR NEED TO DO?

 Notify the Superintendent of Education (who will notify the applicable Associate Director).
 Notify Chief of Social Work and Attendance Office: 
	 	 Area	A	416-394-3388
	 	 Area	B	416-394-3767
	 	 Area	C	416-396-7935
	 	 Area	D	416-396-3400
 Determine if other students may be vulnerable, due to exposure and/or contagion and provide intervention as required by:
  Contacting parents/guardians/caregivers of the student(s)
  Consultation with Professional Support Services staff 
	 Complete	the	online	Crisis	Report	form	(PR.569A	COM)	available	on	the	Principals’	website.
 Complete the Risk Management online Incident Report at https://osbie.prosoftech.com/login.aspx  
 and email a copy to risk.management@tdsb.on.ca. 
 Complete the Suicide Incident Checklist available on the Principals’ website.

WHEN	A	STUDENT	OR	STAFF	HAS	INDICATED	THEY	ARE	THINKING	OF	HARMING	THEMSELVES:

 Notify the Principal immediately
 Principal will:
  contact parents/guardians/caregivers
  contact the school Social Worker or Chief of Social Work and Attendance
  develop a support plan 
  complete the Suicide Incident Checklist

  

  Suicidal gestures and/or comments, written and/or verbal, MUST BE TAKEN SERIOUSLY AND IMMEDIATE 
  ACTION IS MANDATORY

  You do not need to be a mental health expert to be able to help.

SUICIDE ATTEMPT AT SCHOOL

SUICIDE ATTEMPT AT SCHOOL



EVACUATION PROCEDURES

REFER	TO	THE	SITE’S	FIRE	SAFETY	PLAN	FOR	A	MORE	THOROUGH	DESCRIPTION	OF	PROCEDURES	UPON ALARM:
   Supervise the evacuation of students from the building to their respective congregation area on property
   Provide fire responders with any information regarding occupants that are in the building such as:
 	 •	disabled	occupants	in	the	Area	of	Safe	Refuge	
	 	 •	occupants	not	accounted	for	in	the	respective	congregation	area
   If required, follow Evacuation Procedures (from property) based upon circumstances at site. Do not re-enter the building until you have been  
	 directed	to	do	so	by	Toronto	Fire	Services	Responders.	Once	you	return	to	the	building,	notify	the	TDSB	Call	Centre	416-395-4620

THE	TDSB	HAS	AN	EMERGENCY	EVACUATION	PROCEDURE	DESIGNED	AROUND	5	LEVELS.	
Level	One		 •		Imminent	threat	to	building	occupants	(fire,	gas	leak,	chemical	spill,	stink	bomb).	Occupants	remain	outside	school/site	on		
       respective property until clearance given
Level	Two		 •		Similar	to	Level	One.	Weather	conditions	or	duration	requires	relocation	to	a	pre-arranged	off-site	reception	centre	
Level	Three		 •		Community	Hazard.	Level	Three	is	a	threat	or	potential	threat	to	the	safety	of	school(s)	as	a	result	of	a	community-based		
       hazard. Level Three usually allows for a slower more orderly evacuation.  The relocation site is determined by the 
	 	 	 				Emergency	Evacuation	Coordinator	(Manager,	Health	&	Safety)
Level	Four		 •		Whole	City	Involved.	Level	Four	is	a	large	Municipal	Emergency	that	results	in	the	City	of	Toronto	Emergency	Plan		 	
       being invoked.  The City of Toronto Emergency Plan activates the TDSB response directed by representative(s) at the
       City Command Centre.  All school direction will be provided by the Emergency Evacuation Coordinator
Level	Five		 •		Provincial	or	National	Emergency.	Level	Five	response	is	a	large	Provincial	or	National	emergency	requiring	the	
       activation of the Province’s Emergency Plan. For example, the most likely situation impacting the TDSB would be an   
       incident at the Pickering Nuclear Plant
All Principals/Site Managers are required to review and update their evacuation plan at the beginning of every school year and provide an updated 
copy to	their	Superintendent	of	Education	&	the	Manager,	Occupational	Health	&	Safety.
IN ALL CASES: 
 Call your Superintendent of Education
	 Contact	the	TDSB	Call	Centre	416-395-4620
 Follow the Evacuation Plan as per Levels One through Five

Natural gas leaks may occur and have the potential to cause an explosion. Natural gas is lighter than air and rises.  If odor is detected in or 
around the building, immediately call:
   Your Superintendent of Education
	 		TDSB	Call	Centre	416-395-4620
	 		Enbridge	Gas	1-866-763-5427
THE PRINCIPAL WILL: 
   Evacuate all building occupants to a safe distance away according to the school evacuation plan 
   NOTE:  Do not use fire alarm pull station to evacuate school, they have the potential to spark and be a source of ignition
   If conditions warrant, relocate the school to the pre-arranged location according to the Emergency Evacuation Plan 
   Only return to building once given the “All Clear” signal 

Power/water interruption can occur for a variety of reasons and last from minutes to days
In the event of loss of power: 
   Call your Superintendent of Education
	 		Contact	the	TDSB	Call	Centre	416-395-4620	
   For safety reasons, students and teachers should relocate to classrooms with available natural light. Tell staff that students are to remain where
       they are. No movement of classes. Only evacuate building using Level Two if necessary
In the event of interruption of water service:
   Call your Superintendent of Education 
	 		Contact	the	TDSB	Call	Centre	416-395-4620	

   Evacuate and isolate the affected area
   Determine the hazard before attempting to clean up
   If in doubt, do not attempt to clean up. Leave and lock the area 
   Only attempt to clean up low risk spills and then only small quantities
   Control the source of a low risk spill by dyking or absorbing. Prevent the chemical from entering the drains, if possible
PRINCIPAL:
   Contact your Superintendent of Education
	 		Contact	TDSB	Call	Centre	416-395-4620
   Evacuate the building if deemed necessary according to school evacuation plan

NATURAL OR OTHER GAS LEAK

HAZARDOUS MATERIALS INCIDENT (BIOLOGICAL/CHEMICAL)

EVACUATION

FIRE

UTILITY INTERRUPTION - POWER OR WATER



PRINCIPAL 911 CONTACT CHECKLIST REVIEW

PRINCIPAL	911	•	CONTACT	CHECKLIST	REVIEW

ABUSIVE INDIVIDUALS (INTRUDERS)

ALLERGY-BASED	EMERGENCY

ARREST OF STAFF MEMBER

CHILD	ABUSE	OR	NEGLECT

CRITICAL INCIDENT

DEATH OR CRITICAL INJURY - STAFF OR STUDENT

DEMONSTRATIONS/WALKOUTS

EVACUATION

FIRE	EMERGENCY

FIRST AID-INJURIES - (I.E.,	BLEEDING,	BURNS)

HAZARDOUS MATERIALS INCIDENT - (BIOLOGICAL,	CHEMICAL)

HEALTH	&	SAFETY	-	WORK	REFUSAL	/	DOMESTIC	VIOLENCE

INFECTIOUS DISEASES

HOLD	&	SECURE	/	LOCKDOWN

MEDIA COMMUNICATIONS

MEDICAL	EMERGENCY	-	(I.E.,	ALLERGIES,	SEIZURE,	SHOCK)

MISSING	CHILD	/	ATTEMPTED	ABDUCTION

NATURAL	GAS	LEAK	/	BROKEN	WATER	MAIN

POWER FAILURE

SERIOUS THREATS (I.E., BOMB)	&	Suspicious	Packages

SEXUAL	MISCONDUCT/INAPPROPRIATE	TOUCHING

SUICIDE ATTEMPT AT SCHOOL

VIOLENT	INCIDENT/WEAPONS	EMERGENCY

WEATHER	EMERGENCY
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NOTE:	EMERGENCY	CALL	SEQUENCE	ON	THE	BACK	COVER



EMERGENCY CALL SEQUENCE  •  THE SEVEN STEPS

1. Call 9-1-1 (if Police, Ambulance or Fire department required immediately).

2. Call the Superintendent of Education responsible for the school.

3.		Call	the	TDSB	Call	Centre	416-395-4620.		The	Call	Centre	fans	out	to	
	 key	contacts	including	Communications	&	Public	Affairs,	Caring	and	Safe		 	 	 	
	 Schools,	Social	Work,	Occupational	Health	&	Safety	and	appropriate
 Facilities personnel.

4. Speak to parents/guardians who arrive at the school or site (shared responsibility
 with the Superintendent of Education).

5.  Call the appropriate outside reporting agency for the crisis involved,      
 i.e., Children’s Aid Society, Toronto Public Health, Catholic Children’s
 Aid Society, Jewish Child and Family Services, Native Child and Family Services.

6.	 Complete	the	online	Crisis	Report	form	(PR.	569A	COM)	by	the	end	of	the		 	 	 	
 school day detailing the incident.

7.	 By the end of the day following the emergency, Principal/Designate must complete
 the Risk Management online Incident Report at https://osbie.prosoftech.com/login.aspx  
 and email a copy to risk.management@tdsb.on.ca when a student or visitor to the site  
 is involved.

PRINCIPAL	911	•	EMERGENCY	CALL	SEQUENCE


