CSB Protocol for Fire Alarm during a midterm test
INSIDE

1. Record the time remaining in the test.
2. Make announcements:
a. “We must exit the building in an orderly fashion” 
b. “Insert your scantron sheets inside your test papers and keep them with you.  Gather your coat/bag etc.”
c.  “Midterm rules remain in effect outside”
d.  “Please remain as a group”
e.  “Let’s go”

Note: Invigilators must take all signature sheets, extra test papers etc. with them.

OUTSIDE
1. Stand with your students. Remind them that midterm rules remain in effect. No use of cell phones. No consulting notes. No talking.
2. Have one invigilator in the area contact the course coordinator for the test: 


Name: [insert name]
Phone #: [insert number]
3. When alarm cleared, return to test room with students.

INSIDE
1. Make announcements:
a. “Please take your seats and organize your bags and coats” 

b. “You have ‘X’ minutes remaining to complete the test”
2. Count the students present.  If there are fewer (or more) than you had in the original room, collect the signatures again. If the alarm was activated while signatures were being collected, begin again.
3. Please clearly indicate on the signature sheet any students who did not return.
