
Emergency Response Procedures  

In addition to the ongoing measures of the school’s COVID-19 safety plan, Columbia Academy 

conducts regular drills to familiarize students with the following emergency procedures. All 

students must follow the instruction of Columbia Academy staff in the event of an emergency.  

The principal and other trained staff members can respond to first aid needs in the event of 

accident or injury.  

 

Columbia Academy regularly collects and updates cell phone, email and emergency contact 

details. This information may be used to alert students in the event of an emergency. 

 

Familiarize yourself with the school floor plan posted at the main entrance of the school and 

identify emergency exits. In the event of an Evacuation or Lockdown, if you are off campus, do 

not proceed to the school address. Await an “All Clear” message (email, text, and/or phone call). 

 

Fire (Evacuation) 

In the event of fire, the fire alarm sounds throughout the building. If in class, your teacher 

will direct you. If in a washroom or hallway, school staff will direct you. Remain calm and 

leave via the nearest stairwell exit. Assemble outside at the southwest corner of 

Seymour Street and Dunsmuir street and await direction from school staff. Stay off the 

road. Only return to the school building following “All Clear” from Vancouver Fire 

Department or a school administrator. 

 

Earthquake (Drop/Cover/Hold) 

Stay calm and take cover under a table. Protect your neck and head. Be aware of falling 

objects (move away from library shelves). Without tables for shelter, move to an interior 

wall away from windows. 

 

Stay in place until shaking stops. Wait 3 minutes after the last tremor. Listen for 

instructions. You will be directed to stay together as a class, exit the building calmly and 

assemble in the open area outside of the Vancouver Art Gallery. 

 

Await instructions from the Crisis Management Team (orange vests). Do NOT call 911. 

  

Lockdown 

If you hear “LOCKDOWN" over the P/A or an administrator announces the lockdown in 

person,  

 

if  you are in a classroom: 

 

Stay calm. 

If present, the instructor will lock the classroom door, lower or close any blinds, 

and turn off the lights in the room. If there is no instructor present, do this 

yourself. 

Remain quiet. 



If possible, barricade door and glass window by door. 

Move to the safest corner of the room (out of the sight line from the door). 

Stay low and seat yourself on the floor against the wall. 

Stay away from windows. 

 

if  you are in an open area or washroom: 

 

Stay calm. 

Seek shelter in a classroom with an instructor present immediately as classroom 

doors will be quickly locked and you will be unable to enter and take shelter. 

Follow directions of staff. Stay quiet. 

If you are unable to leave a washroom stall immediately, keep the door locked 

and stand on the toilet seat.  

 

All students and staff will then await instructions (Administrator over public address (P/A) 

system or Vancouver Police Department member) 

 

An Administrator will signal on the P/A system if the lockdown has been lifted. Remain 

calm and quiet until an “All Clear” and “Lockdown Over” message is communicated via 

the P/A system. 

 

Never open doors during a lockdown, even in the event of a fire alarm (unless you smell 

smoke). 

In the event of evacuation following lockdown, listen to staff. Remain calm and leave via 

the nearest stairwell exit. Assemble outside at the southwest corner of Seymour Street 

and Dunsmuir street and await direction from school staff. Stay off the road. Only return 

to the school building following “All Clear” from Vancouver Fire Department or a school 

administrator.  

Await further instructions.  

 

 


