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EMERGENCY EVACUATION
SHELTER-IN-PLACE & INJURY PLAN 

Head of School/Director of Operations
Dr. Charlotte Haynes- Head of School
Rosemarie Davis- Director of Operations

I. Plan Review, Updates & Recordkeeping

This plan will be reviewed and amended every 2 years based on licensing requirements and industry standards.

A record of practice drills for the current year will be kept on the wall in the Infant Classroom. 

Practice drill records will include date and time the drill was conducted, identity of the person conducting the drill, method used, number of staff and children participating, special conditions simulated, time it took to conduct the drill and problems encountered.

II. Injuries or Illness While on Campus

The school will maintain a written record of children’s serious and minor injuries in which entries are made the day of the occurrence. The record will contain the date and time of the injury, the name of the child, the circumstance surrounding the injury, the staff present, treatment needed, if any, future action to prevent recurrence, staff and parent signatures and how the parent was notified. 

Staff/management should use the Injury-Accident Report provided by the VDOE. Should an injury be severe and need emergency medical attention, staff/management will contact emergency personnel first, perform CPR/First Aid in preparation for transport.

If emergency transportation will not arrive within 10-15 minutes, a designee will drive their personal vehicle to the nearest emergency room, contact parents using the child’s emergency contact card, and wait at the hospital until parents/emergency contact arrives.

A parent shall be notified immediately of any confirmed or suspected allergic reaction from the ingestion or contact with food.


III. Monthly Drills

Each month the Director/Administrator will be responsible for conducting emergency drills. The drills will cover one of the following scenarios as noted below:

1. Fire drill
2. Natural disasters
3. Evacuations
4. Terrorism
5. Chemical Spills
6. Intruder/Active Shooter

Personnel will take notes on how to improve evacuations, deal with chemical spills, intruders, natural disasters, fire and acts of terrorism. Monthly drills are recorded and scheduled when the largest population of children are present.

A. Staff Responsibilities

Teachers (Guides) and teacher assistants will assist all children in the building to work through emergency scenarios. Children need to stay calm and focused while they are given directions for emergency response by teachers. Teachers (Guides) and assistants are to give clear and short directions with a focus on keeping the children safe and following the Emergency Response Plan training. 

Staff will attend an in-person refresher course on Emergency Preparedness in a Childcare Setting every 2 years.

Staff are to make note of the secret code word established by the school’s administrator. This code word is to be used as a loud verbal warning if danger is eminent. 

During an emergency, staff will make every effort to remain calm and to follow procedures. Staff will be expected to use their best judgement. 

IV. Actions/Methods

Sounding of alarms. Administrators or designee will use the walkie-talkie to announce drills and actual emergencies.




V. Evacuations

A. Assembly Points and Evacuation Routes

Assembly points, headcounts, primary and secondary means of egress and complete evacuation of the building are as follows:

Staff are to practice evacuation from the different primary and secondary egress using the posted evacuation route maps and Head of School directions. Head counts are to happen using the roster that reflects how any children are in the teacher’s care. Assembly points and instructions are posted in each classroom for staff’s reference.

B. Securing Essential Documents

During evacuation teachers are to leave with rosters and emergency backpacks with first aid kits, updated emergency cards, allergy care plans and medical authorization paperwork. 

C. Method of Communication Between Staff and Management

Method of communication after the evacuation will be rechargeable walkie talkie radios. Each floor will have a total of 2 long-range walkie talkies to communicate with each other should we be separated during an emergency. Teachers will also utilize Brightwheel as a form of emergency communication when off campus.

Management or designee will maintain contact with Staff via cell phone/Brightwheel if Management is not on campus during an emergency. 

D. The rally point should we need to permanently evacuate the premises will be Walgreens located at 1517 Mt. Vernon Avenue, Alexandria, VA 22301. Parents will be notified of our arrival and when they can retrieve their children.


VI. Shelter in Place

Children and staff are required to shelter in place during active-shooter, acts of terrorism or severe weather conditions. Staff are required to perform a physical headcount using the attendance roster.
Securing essential documents will include keeping a roster of all children and their emergency contact information and allergy care plans on clipboards provided in the classroom. Should all classrooms be able to evacuate to the designated location in the church’s sanctuary, they will be encouraged to do so quickly. 

However, should staff be unable to evacuate their classrooms, they will encourage children to stay in their classroom and notify others around them of imminent danger. Doors will be locked when possible. Windows will be covered and lights turned off in the event of an active shooter on campus. The Head of School or emergency officer will contact Alexandria Police Department immediately. Staff will do their best to barricade doors and entryways in event of an active shooter/intruder.

Facility procedures are practiced ensuring staff close doors when chemical spills, barricades in case of intruders.

Note: Emergency procedures evacuation maps are posted on each floor near a main exit.


VII. Communication Between Staff and Parents

All staff and personnel will have access to walkie-talkies and their cell phones. If an intruder is in the building, staff should text, not call in an effort not to alert the intruder of their whereabouts. Cell phones will allow staff and personnel to communicate by text as needed calmly and quietly as needed so as not to alert the intruder of your location.

Parents will be informed immediately should an emergency occur, a child requires emergency medical treatment, a child is lost or sustains a serious injury.

In addition to Brightwheel communication, staff will be required to contact a parent or emergency contact if that parent cannot be reached.


Parents are provided with the school’s emergency response and preparedness plan upon enrollment in the school’s parental package. Parents sign and date their acknowledgement of the plan.

Parent Notification During an Emergency
Shelter-in Place/Active Shooter- Parents/emergency contacts will be notified using Brightwheel messaging

Evacuation to another site- Parents/emergency contacts will be notified immediately upon safe arrival at another site.

Nearest Hospitals
INOVA Oakville- 400 Fannon Street, 1st Floor, Alexandria, VA 22301
INOVA Alexandria- 4320 Seminary Road, 1st Floor, Alexandria, VA 22304

Primary Evacuation Shelter:  
St. Paul Christian Center: 218 East Monroe Avenue, Alexandria, Virginia 22301. 
Phone: 703-225-9524
This shelter is in case of immediate emergency

Secondary Evacuation Shelter: 
Walgreens Pharmacy: 1517 Mt. Vernon Ave., Alexandria, VA 22301. 
Phone: 703-838-5709 
This shelter is to be used in case of immediate emergency

Parents are responsible for providing updated and accurate emergency contact information to include names and phone numbers as well as addresses of emergency contacts. We require three contacts. Car seats can be provided with emergency contacts if needed and parents are to indemnify Monarch Montessori school if emergency contacts incorrectly use car seats provided.

Parents are to alert us in writing when emergency contacts change as soon as possible.


VIII. Lock Down Procedures

Teacher training will take place twice a year.  Updated procedures will be reviewed throughout the year and policies will be updated as necessary to reflect emergency preparedness standards.

The general procedure will require all teachers to close doors in classrooms. Teachers are instructed to relocate children as noted below.

At the first sign of an intruder, teachers will use the whistle provided and blow their whistle and begin to immediately move children quickly and calmly to the designated lockdown location. Teachers will continue to blow the whistle to make sure all staff are aware of imminent danger and begin to evacuate their classrooms to the designated spot as well.

Designated lockdown areas will be supplied with first aid kits, blankets and portable cell phones chargers. Teachers will bring the attendance roster and will also have access to the school’s app and emergency contact information. Staff will access Brightwheel and use it as a secondary form of communication with parents. Parents will send messages by text and school app.

Toddler Classroom

Toddlers will stay in their classroom and close their door immediately on notification of intruder. Teachers will sound their whistle and instruct their child to move to the designated corner of the classroom.

Infant Classroom

Infants will be placed in an emergency crib with wheels and moved immediately to the 1st floor office or back storage room behind the toddler classroom. Teachers are to silence their cell phones so as not to alert an intruder of their whereabouts. Teachers are to remain calm keeping children as quiet as possible. Teachers are to remain in place until given the signal by law enforcement or the school’s administrator to return safely to their classroom.

Primary, After School Program and Upper-level Offices

Primary teachers will quickly and calmly move children to the back stairwell and close the door. The light in the stairwell should remain off to not alert the intruder.  Teachers should instruct children to remain quiet and calm and to sit on the steps. Teachers should remain in place until a member of law enforcement or the school’s administrator   knocks on the door.

Occupants of upper-level offices should either barricade themselves in their offices using desks, cabinets or bookshelves OR evacuate quickly to the back stairwell and remain with children and staff until a member of law enforcement indicates it is safe to return to their office.



I acknowledge that I’ve read Monarch Montessori School’s Emergency Evacuation Plan as a part of my application packet.




Parent Name: ____________________________________	

Date: __________________________	
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