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INTRODUCTION 

 
 
California Schools Joint Powers Authority is committed to providing 
a safe environment in our schools by providing tools and resources 
to our members. This manual provides detailed information on 
various procedures so that we can assure a safe response in the 
event of an emergency situation. 
 
THE MOST IMPORTANT CONSIDERATION IN DEALING WITH 
ANY CRISIS IS THE HEALTH, SAFETY, AND WELFARE OF 
STUDENTS AND STAFF AND THE PROMPT NOTIFICATION OF 
PARENTS.  
 
The principal or designee will ensure that an Emergency 
Preparedness Plan is developed and available upon request. The 
plan provides for the care and supervision of students by staff as 
long as necessary in an emergency or crisis (Govt. Code, Division 
4, Chapter 8, Section 3100).  If District direction is not available, 
building administrators and incident commanders are trained and 
authorized to take action as deemed reasonable and prudent.  It 
may also be necessary for the administration to reassign 
employees during an emergency or crisis.   
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WHEN A DISASTER OCCURS, ALL EMPLOYEES ARE 
DISASTER SERVICE WORKERS 

 
Disaster Service Worker – California Government Code, Section 
3100 
 
“It is hereby declared that the protection of the health and safety 
and preservation of the lives and property of the people of the state 
from the effects of natural, manmade, or war caused emergencies 
which result in conditions of disaster or in extreme peril to life, 
property, and resources is of paramount state importance requiring 
the responsible efforts of public and private agencies and individual 
citizens.  In furtherance of the exercise of the police power of the 
state in protection of its citizens and resources, all public 
employees are hereby declared to be disaster service workers 
subject to such disaster service activities as may be assigned to 
them by their superiors or by law.” 

 
Notification: 
 

• When pressed into service as a disaster service worker, the 
immediate activation of the disaster plan is imperative. 

 

• Workers will be notified of assignments by their site 
administrator or designee who shall receive information from 
the Superintendent. 

 
Responsibilities: 
 

• Protect health and safety of students and staff. 
 

• Preservation of property. 
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   Insert Your School Map Here 
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WHEN AN EMERGENCY OCCURS – 

 YOU ARE RESPONSIBLE! 

 

These guidelines are designed to help faculty and staff make 
appropriate decisions in emergencies. No two situations are the 
same. Responses should be based on the needs of each incident.  

 
Before an emergency occurs, employees should know their 
worksite.  
 
For example: 

 

• How many classrooms are occupied? 
 

• Where are the power, water, and gas shut-offs? 
 

• What are the safest evacuation routes? 
 

• Where are the assembly areas? 
 
Employees must: 
 

• PRACTICE! 
 

• Identify and train your crisis team members.  
 

• Review crisis procedures on an on-going basis.  
 

Survey the school with evacuation in mind. This includes identifying 
potential hazards both INSIDE and OUTSIDE.  
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Inside 
 
Suspended ceilings, hanging light fixtures 
 

• Large windows not protected against shattering. 
 

• Bookcases, cabinets, computers, TVs, VCRs and projectors.  
Survey your site with evacuation in mind. 

 

• Stairwells. 
 

• Storage areas with cleansers, paint, or hazardous materials. 
 

Outside 
 

• Places where the natural gas supply, water, sewer, or electrical 
grids cross the site. 

 

• Power lines and electric shock hazards such as fences and 
metal buildings. 

 

• Trees. 
 

• Areas near buildings and covered walkways where debris, roof 
tiles or glass may fall. 

 

• Routes past concrete walls. 
 

Then 
 
• Designate evacuation routes that are without overhead hazards 

and that avoids as many hazards as possible. 
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• Consider the needs of the students with disabilities as you plan 
tour evacuation routes. 

 

• Assembly areas should be as close to the evacuated facility as 
is safe (min. distance 50 feet). 

 

• Choose an off campus location for an alternate site. 
 

• Establish alternate routes to your destination. 
 

• As you plan your evacuation routes, always make sure you know 
what you want to do and where you want to go. 

 

• Always reassess conditions after an incident or emergency and 
modify your safe school plan as needed.  Report your find to your 
administrator. 

 

• Train staff to implement the plan.  Conduct monthly exercises.  
Practice alternate routes and methods. 

 

• Have substitutes, temporary faculty and staff review these 
emergency response guides before beginning class or work. 

 

• Be prepared to receive students who may be evacuated from 
another school.  
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EVACUATION SHOULD NEVER BE AUTOMATIC 

 
• There may be more danger outside than inside.  There may be 

no safe assembly areas outside.  There may be no clear routes 
to get outside. 

 

• Survey your room to see if it is safe to stay inside.  You may be 
safer in your room, even in the dark, than outside in danger. 

 

• Before a decision is made to vacate your room or school, you 
must find out IF there is a safe route AND a safe place to 
assemble the students. 

 
 

ADMINISTRATORS/PRINCIPALS 

 

• When an emergency occurs – assess the situation.  Notify the 
School Resource Officer. 

 

• Determine what is going on outside and inside of the site.  
Evaluate the short- and long-term effects. 

 

• If needed, call 911 and request assistance. 
 

• Decide whether to keep students and staff in place to evacuate 
all or part of the student body. 

 

• Contact teachers and staff to inform them of the situation. 
 

• Initiate initial response actions. 
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(continued) 

 
Administrators/Principals 

 
• Mobilize your emergency management organization. 
 

• Determine the safest course of action. 
 

• Establish preferred routes and where to place the assembly 
area. 

 

• Formulate an incidence response plan. 
 

• Communicate your directions to faculty, staff and students by 
telephone, radio, PA system, intercoms or runners. 

 

• Notify District administrators and public information officer. (PIO) 
 

• Follow up to see that your instructions were carried out as 
intended. 

 

• As needed, modify your plan to meet new needs or 
contingencies. 

 

• Keep the District informed of your status and needs. 
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FACULTY/STAFF 

SURVEY THE SCHOOL 

 
• DO NOT automatically move students into the corridor or outside 

the building. 
 

• Evaluate the situation.  Inspect the area for hazards and 
dangers. 

 

• If a long period of time has elapsed and you have received no 
instructions, you will have to make the decision whether to 
remain or to evacuate. 

 

• If you have to move, determine the safest way to move your 
students and decide where you’re going before you depart. 

 

• Account for your students before you leave the classroom and 
after you arrive at your safe site. 

 

• Take your roll sheet. 
 

• Once you get to the safe location, communicate your 
whereabouts to the administration. 
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SITE EVACUATION 

 
If the administrator-in-charge decides that eminent danger to life 
exists, he/she may order an evacuation.  Evacuation will be made 
in accordance with the site evacuation plan.  Take your two-way 
radio with you to communicate your progress/problems with the 
Emergency Operations Center (EOC). 
 

• Walkers will stay on the sidewalks and proceed to the next 
alternate site.  The marshaling area will be in the [location to be 
completed by site]. 

 

• Buses – to evacuate by bus the administrator-in-charge is to call 
the EOC who will contact the transportation provider and arrange 
to have buses dispatched to the site for student/staff pick up.  
Buses will drop off students at the nearest alternate site.  The 
marshaling area will be in the [location to be completed by site].  
The EOC will contact the Superintendent and the Emergency 
Services Coordinator advising them of their status.  (Number of 
students/staff and others to be transported.) 

 

• Students will be released only to individuals listed on the 
emergency card. 

 

• A notification must be left at the school site indicating the 
address where students have been relocated. 

 

• All further action will be directed by the administrator-in-charge. 
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OFF CAMPUS EMERGENCY EVACUATIONS SITES 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

INSERT SITE SPECIFIC 

DETAILS HERE 
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ON SITE ASSEMBLY AREA 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

INSERT SITE SPECIFIC 
DETAILS HERE 
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ON SITE ASSEMBLY AREA 
 
 
 
 
 
 

• Provide medical care. 

• Provide for mass care needs (i.e. food, water, shelter and 
sanitation). 

• Do not light fires or touch fallen wires. 

• Be alert for instructions from the administrator-in-charge. 

• Do not attempt to enter a building until it has been declared 
safe by an authorized official. 

• ** During a major emergency incident, students will only be 
released to the parent, guardian, or to the adult specified on 
the emergency card. 

• ** THERE SHALL BE NO EXCEPTIONS TO THE POLICY. 
Students who are not picked up by their parents may be 
transported to another shelter. Emergency response personnel 
may not arrive at school for several hours. It will be the school’s 
responsibility to care for students and staff. 

 

 
 
 
 
 
 
 
 

 
 

SAMPLE ONLY 
 
 

INSERT SITE SPECIFIC 
DETAILS HERE 
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ON SITE ASSEMBLY AREA 

 
 

• Take roll count of students and report findings to administrator-
in-charge. 

• Assess medical needs. 

• Request assistance as needed. 

• The Board Room will act as the Emergency Operations Center 
(EOC) for the District. The District EOC will have the ability to 
contact and request assistance from the City. Requests for 
additional assistance will be made through the City’s EOC to 
the County Operations Area. 

• The school District EOC (Board Room), after the emergency, 
will begin contacting all schools in alphabetical order beginning 
with elementary schools to ascertain damage assessment and 
needs requirements. 

• If an emergency exists at your site feel free to break in and 
communicate your needs. (Use the Security channel by 
pressing the “S” button on your radio). 

• If the school District cannot dispatch help, then the City EOC 
will be contacted to request assistance/aid. 

 
 
 
 
 
 
 
 
 
 
 

SAMPLE ONLY 
 
 

INSERT SITE SPECIFIC 
DETAILS HERE 
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ON SITE ASSEMBLY AREA 
 
 

• Provide medical care. 

• Provide for mass care needs (i.e. food, water, shelter and 
sanitation). 

• Do not light fires or touch fallen wires. 

• Be alert for instructions from the administrator-in-charge. 

• Do not attempt to enter a building until it has been declared 
safe by an authorized official. 

• ** During a major emergency incident, students will only be 
released to the parent, guardian, or to the adult specified on 
the emergency card. 

• ** THERE SHALL BE NO EXCEPTIONS TO THE POLICY. 
Students who are not picked up by their parents may be 
transported to another shelter. Emergency response personnel 
may not arrive at school for several hours. It will be the school’s 
responsibility to care for students and staff. 

 
 
 
 

 

 
 
 
 
 
 
 
 
 
 

SAMPLE ONLY 
 
 

INSERT SITE SPECIFIC 
DETAILS HERE 
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LOCKDOWN PROCEDURE 

 
Emergency Lockdown Alarm 

(DO NOT use codes as an all call for lockdown, use plain language) 
 

A lock down is implemented only when an extraordinary event 
occurs.  This might include: 
 

• A major fight or near riot situation. 

• Dangerous or unauthorized person on campus. 

• Shots fired or potential for shots to be fired. 

• Serious law enforcement situation in surrounding area. 
 
ACTION: 
 
Upon notification of a lockdown: 
 

• Immediately report to your room bringing any and all students in 
the area into that room.  Even if the students are not yours. 

• If you hear shots being fired, have students lie on the floor away 
from windows. 

• LOCK YOUR DOOR UPON NOTIFICATION OF LOCKDOWN. 

• DO NOT LET ANYONE IN YOUR ROOM AFTER YOU HAVE 
LOCKED YOUR DOORS. 

 
NOTE:  When a lockdown occurs, stay off the intercom/classroom 
phone/radio, unless an emergency is occurring.  It is important to 
keep your lines and radio free so the administration may issue 
instructions and provide periodic updates. 

DO NOT let anyone out until an all-clear bell has sounded or until 
police have notified you that the situation has passed. 
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ANIMAL DISTURBANCE 

 
This procedure should be implemented when the presence of a 
dog, bull, coyote, mountain lion, or any other wild animal that 
threatens the safety of students and staff. 
 

• Call 911. 
 

• The principal or designee will initiate appropriate actions, which 
include LOCKDOWN or EVACUATION from the affected area. 

 

• Upon discovery of an animal, staff members will attempt to 
isolate the animal from students. 

 

• If the animal is outside, students will be kept inside.  If the animal 
gets inside, the students will remain outside.  It is suggested 
closing doors or locking gates as a means to isolate the animal. 

 

• Call Animal Control /Inland Valley Humane Society at 909-623-
9777/24-hour emergency line at 909-594-9858. 

 

• If conditions change or warrant it, the site administrator will 
initiate off site evacuation procedures. 
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ARMED ASSAULT ON CAMPUS 

 
An armed assault on campus involves one or more individuals 
who attempt to take hostages or cause physical harm to students 
and staff.  Such incidents may involve a sniper, an intruder, gang 
warfare/disturbance, civil unrest, hostage situations, a police 
stakeout or pursuit of suspected criminal(s). 
 

Initiate Warning System to Alert Staff 
 

• Call 911, if police are not already involved, and then notify the 
Superintendent’s office. 

 

• The extent of the emergency will dictate the course of action to 
be taken.  The principal or designee will take appropriate action 
to assure that students and staff, if outdoors, return to and 
remain inside the buildings.  All outside doors should be locked 

 

• Upon return to buildings, teachers will initiate roll call. 
 

• Staff should take steps to calm and control students in all areas 
of assembly or shelter. 

 

• Students and staff will remain indoors until law enforcement 
states that the emergency situation no longer exists. 
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ARMED STUDENTS 

(Possession only) 

 
• Any Staff member must report to the school administration if a 

student is suspected of having a firearm or other deadly weapon 
on campus. 

• Notify the School Resource Officer. 

• DO NOT approach the student. 

• STAY CALM!!!!! 

• In the safest manner possible, contact administrator - use 
classroom phone, emergency partner, or runner. 

• DO NOT attempt to retrieve the firearm. 

• DO NOT restrain or discipline the student.  STAY CALM!! 

• When administrator or law enforcement arrives discuss the 
following: 
✓ The name of the student 
✓ Exact location of the student in class 
✓ Type of firearm/weapon suspected 
✓ Location of the firearm/weapon 
✓ Room number 
✓ Number of students in class 
✓ Demeanor of student and other useful information 

 
IF STUDENT DRAWS OR EXHIBITS A FIREARM/WEAPON, 

SEE “HOSTAGE SITUATION” PROCEDURE 
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BIOLOGICAL OR CHEMICAL RELEASE 

 
Inside the Classroom 

 

• Call 911. 
 

• Evacuate the building in a safe manner upwind of the affected 
area. 

  

• Notify the Superintendent’s office. 
 

• Principal or designees will have security/utilities team isolate and 
restrict the area. 

 

• Turn off the local fans, close windows, shut down building’s air 
handling system. 

 

• Check for any students having any contact with hazardous 
substance. 

 
Outside the Classroom and Localized 
 

• Principal or designee will direct staff to remove students from 
affected area and proceed upwind of area. 

 

• If necessary, evacuate building upwind of affected area. 
 

• Securities/utilities team will isolate and restrict affected area. 
 

• Notify the Superintendent’s office. 
 

• Turn off all local fans, close windows, shut down building air 
handling system.         
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Surrounding Community 

 
• Principal or designee will be informed or will determine if a 

potentially toxic substance has been released to the 
atmosphere. 

 
• The principal or designee will initiate shelter in place order. 

 

• Securities/utilities team will turn off all local fans, shut down 
building air handling system, lock doors and windows, seal gaps 
under and windows with wet towels or duct tape, seal vents with 
aluminum foil or plastic wrap, and turn off sources off ignition. 

 

• Notify the Superintendent’s office. 
 

• All students located outdoors will be directed to proceed 
immediately to nearby classrooms or buildings. 

 

• The school will remain in shelter in place mode until appropriate 
agency provides clearance. 
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BOMB THREAT 

 
Any person receiving a telephoned bomb threat should: 
 

• Keep the caller on the line as long as possible. 
 

• Alert the administration in an appropriate manner. 
 

• Try to determine sex and age of caller. 
 

• Write down description of caller’s voice and any background 
noise you may hear (see checklist on following page). 

 

• DO NOT take any chances – contact school office for every 
threat. 

 

• Leave environment where the bomb is supposed to be 
undisturbed, i.e. – if door is open, leave open; if lights are on, 
leave on, etc. 

 

• When directed to do so, evacuate all students and staff from 
threatened area or buildings.  Do not remove anything from the 
classroom. 

 

• If a device is located/observed, DO NOT touch it or move it. 
 

• Wait for further instructions. 
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(continued) 
 

• Expect the police department to ask staff members if they have 
seen any objects that are out of place or in places where they 
do not normally belong.  Please remember that regular staff 
members are most familiar with the campus and its belongings.  

 

• Anticipate being called upon by the police department for 
additional information. 

 

• School personnel should not search for the bomb or enter the 
area!  However, keep in mind that you may need to provide 
assistance to the police department if requested.    
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BOMB THREAT CHECKLIST 
 
1. Initial Actions 

Time of call:                                       
AM/PM 

Do not hang up!                              Keep 
caller talking 

 
2. Exact Wording of Threat 

 

 

 

 
3. Questions to Ask 

When is the bomb going to explode?  

Where exactly is the bomb?  

When did you put it there?  

What does the bomb look like?  

What kind of bomb is it?  

What will make the bomb explode?  

Did you place the bomb?  

What is your name?  

Where are you?  

What is your address?  

 
4. Listen for 

VOICE                                         accent / impediment / tone / speech / diction / 
manner 

LANGUAGE                                polite / incoherent / irrational / taped / read out / 
abusive 

NOISE                                         traffic / voices / machinery / music / noises on 
the line / local call / STD 

OTHER                                       sex of caller / estimated age 

 
5. After the Call 

Note the time of the end of the call                                                                             
AM/PM 

Name of recipient (print): 

Signature:                                                                                         Date: 

Report the call to your site administrator, who will contact the police 
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BOMB THREAT PROCEDURES 

 
The safety of students and personnel has the highest priority when 
dealing with a bomb threat. 

 

• When a bomb threat call is received, the person receiving the 
call is to follow the Bomb Threat Checklist and make every 
attempt to: 
o Keep the caller talking as long as possible. 
o Query the caller as to description of the bomb, where it is, 

and when it is expected to explode. 
o Identify background noises. 
o Note any distinguishing voice characteristics. 
o Determine the caller’s knowledge of the facility. 
 

• DO NOT HANG UP THE PHONE!  Have someone else use 
another phone line to call authorities immediately. 

 

• Immediately notify the School Resource Officer and the 
administrator-in-charge. 

 

• The administrator-in-charge will notify the Superintendent’s 
office. 

 

• The administrator-in-charge should not immediately evacuate 
the school.  In consultation with law enforcement officials, 
determine the severity of the threat, the extent to which a 
search should be conducted, and any evacuation needs. Any 
further action should be in concert with law enforcement 
officials. 
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(continued) 
 

BOMB THREAT PROCEDURES 
 
• BOMB CALL CHECKLIST:  (Should be kept by every phone) 
 

• If determined necessary, evacuate personnel to the evacuation 
area. 

 
LOOK FOR ANY OBJECT THAT DOES NOT BELONG 

 

• A bomb can be almost anything, ranging from the most overt 
bundle of dynamite and clock to cleverly concealed, perfectly 
ordinary objects, such as:  a backpack, a briefcase, a tool box, 
and a piece of pipe. 

 

• If what appears to be a bomb is found, DO NOT TOUCH IT! Let 
the police department and the HAZARDOUS DEVICE TEAM 
take charge of the object. 

 

• Take roll count of students and report findings to administrator-
in-charge as soon as it is safe.  Check absentee list for possible 
clues as to who might have phoned in the bomb scare.  
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CONTAMINATION: FOOD/WATER 

 
This procedure should be followed if site personnel suspect 
contaminated food or water.  It applies where there is evidence of 
tampering with food packaging, observation of suspicious 
individuals in proximity to food or water supplies, or if notified of 
possible food/water contamination.  Indicators may include 
unusual odor, color, taste, or multiple employees experiencing 
nausea vomiting or other illnesses. 
 

• Principal or designee will isolate suspected contaminated 
food/water and restrict access to the area. 

 

• Call 911. 
 

• Notify the Superintendent’s office. 
 

• Make list of all potential affected students and staff. 
 

• Make log of symptoms, the suspicious food/water, quality and 
character of products. 

 

• Medical first responders will assess need for medical aid. 
 

• Superintendent, principal or designee will confer with San 
Bernardino County Public Health. 

 

• Notify parents of affected students. 
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DEMONSTRATION/WALKOUT 

 
An unlawful demonstration/walkout is any unauthorized 
assemblage on or off campus by staff or students for the purpose 
of protest or demonstration. 
 

• Notify school administration immediately. 
 

• Notify the School Resource Officer. 
 

• School administration will initiate appropriate response action, 
which may include shelter in place. 

 

• School administration will notify the Superintendent’s office. 
 

• Site administration team will deploy to pre-identified exit points. 
 

• School administration will designate staff to accompany students 
going off campus. 

 

• Students not participating will remain in the classroom. 
 

• Teachers will close and lock doors, and staff will close window 
coverings to protect from flying glass. 

 

• School administration will notify parents of the incident as 
appropriate. 
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DISORDERLY CONDUCT 

 
This may involve a student or staff member exhibiting threatening 
or irrational behavior. 
 
The goal is to calm and control the situation and attempt to isolate 
the perpetrator from other staff and students to the extent possible 
until police arrive. 
 

• Principal or designee will notify the School Resource Officer 
or call 911. 

 

• Principal or designee will initiate appropriate immediate 
response actions - LOCKDOWN OR EVACUATION. 

 

• Principal or designee will assign a staff member to meet police 
and escort them to the location of the disturbance. 

 

• Principal or designee will notify the Superintendent’s office. 
 

• Classes should remain in session, until law enforcement 
determines the situation is under control. 

 

• If perpetrator is a student, police should decide if/when to 
contact family. 
 

School Personnel at Scene of the Disturbance 

 
• Clear bystanders and encourage students to “go about their 

business” and not to get involved. 
 

• Intervene to defuse the situation to the extent possible without 
threatening your own or staff safety. 
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EARTHQUAKE 

 
Earthquakes usually strike without warning.  The immediate need 
is to protect lives by taking the best available cover.  All other 
actions must wait until the tremor subsides.  DO NOT PANIC!  If 
protected from falling objects, the rolling motion of the earth is 
frightening but not necessarily dangerous.  Usually, the initial 
earthquake can be the most severe and aftershocks can be less 
violent but just as dangerous. 
 
If inside a building: 
 

• Implement ACTION “DUCK, COVER, HOLD” (Do not face 
windows). 

 

• Take precautions from falling objects. 
 

• Get beneath a desk, table, or bench, and cover head with any 
article of clothing to minimize injuries. 

 

• If cover is unavailable, get against an inside doorway or crouch 
against wall and cover head. 

 

• Stay away from outside walls and areas where there are large 
panels of glass and/or heavy suspended light fixtures. 

 

• After the earthquake is over and the ground has stopped 
shaking, evacuate the building and assess the damage. 

 

• Proceed to the site assembly area.  (Beware of fallen objects, 
electrical wires, and broken water pipes.) 

 

• Walk – DO NOT RUN!            
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(continued) 

Earthquake 
 
If outside: 
 

• Implement ACTION “DUCK, COVER, HOLD” 
 

• After the earthquake is over. Move quickly away from 
buildings, playground equipment, basketball courts, athletic 
field lights, utility poles, large signs, trees, exposed wires, and 
do not touch electrical wires and wet areas. 

 

• Do not touch electrical wires and metal objects, such as chain 
link fences. 

 

• Proceed to the site assembly area. 
 

• Remain in control – DO NOT RUN! 
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EXPLOSION/RISK OF EXPLOSION 

 
In the event of an explosion or threat of an explosion, such as those 
caused by leaking natural/LP gas or other causes, the following will 
be accomplished: 
 
EXPLOSION: 

• Command “Drop – Take Cover” 
 

• Principal or designee will notify law enforcement/call 911 and 
notify District office. 

 

• If the explosion occurred within the building, or threatens the 
building, the staff should immediately implement Action 
“EVACUATE BUILDING”. 

 

• Sound the alarm. 
 

• Move to an area of safety as far away from the hazard as 
possible and maintain control of students. 

 

• Render first aid as necessary. 
 

• Use fire extinguisher if appropriate (Note: Staff should be aware 
of locations and proper use of fire extinguishers). 

 

• Take roll. 
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(continued) 

Explosion/Risk of Explosion 
 
• The site administrator will direct further action as required. 
 

• Students and staff should not return to the school until fire 
department officials declare the area safe. 
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FIGHT/DISTURBANCE/ALTERCATION 

 
Your Goal is to Contain Escalation to the Extent Possible 

Until Police Arrive 
 

• Principal or designee calls 911. 
 

• Assign staff member to meet police and escort them to the 
location of the disturbance. 

 

• Contact school security. 
 

• Hold classes, if in session, until situation is under control. 
 

• Clear bystanders and encourage students to “go about their 
business” and not to get involved. 

 

• Intervene to defuse the situation to the extent possible without 
threatening your own or staff safety. 

 

• Notify the Superintendent’s office. 
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FIRE ON SCHOOL GROUNDS 

 
• Principal or designee will sound the school fire alarm, evacuate 

the building, and call 911. 
 

• Proceed to the assembly area. 
 

• Remain in control.  DO NOT RUN!!! 
 

• Keep access roads open for emergency vehicles. 
 

• Notify the Superintendent’s office.  
 

• Students and staff should not return to the school until the fire 
department officials declare the area safe. 

 

• All further action will be directed by the principal or designee. 
 

DISPATCH NUMBERS 
 

City  Police Fire 
Any Town USA 
Any Town USA 
Any Town USA  

(XXX) XXX-XXXX 
(XXX) XXX-XXXX 
(XXX) XXX-XXXX 
 

(XXX) XXX-XXXX 
(XXX) XXX-XXXX 
(XXX) XXX-XXXX 
 

 
 

IN AN EMERGENCY CALL 911 
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FIRE IN SURROUNDING AREA 

 
• The procedure addresses the situation where a fire is 

discovered in an area adjoining the school.  Consider the size 
and location of fire, proximity to school, and how likely the fire 
will affect the school. 

 

• Initiate appropriate response action, SHELTER IN PLACE, 
LOCKDOWN, EVACUATION, OFF SITE EVACUATION. 

 

• Call 911. 
 

• Prevent students from approaching the fire and keeping 
routes open for emergency vehicles. 

 

• If evacuated, teachers bring roll sheets and take attendance 
in assembly area. 

 

• Notify school administration of any missing students. 
 

• Notify the Superintendent’s office. 
 

• Prepare to contact Transportation Dept. if need arises. 
 

• Initiate off site evacuation procedures if necessary.  
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FLOODING 

 
This procedure applies whenever storm water or other sources 
of water inundate or threaten to inundate school grounds or 
buildings.  Flooding may occur as a result of prolonged periods 
of rainfall, where the school would have sufficient time to 
prepare.  Alternatively, flooding may occur without warning as a 
result of damage to water distribution systems, or failure of a 
nearby man made dam. 

 

• Initiate appropriate immediate response actions; SHELTER 
IN PLACE, EVACUATE, or OFF SITE EVACUATION. 

 

• Call 911. 
 

• Notify the Superintendent’s office. 
 

• In the event of evacuation, teachers bring their roll sheet and 
take attendance in assembly area. 

 

• Notify school administration of any missing students. 
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HOSTAGE SITUATION 

 
Remember:  Time is your ally!  If the classroom is taken 
hostage: 
 

Do: 
• Stay calm 
• Obey suspect’s commands 

• Go into a rest mode – be passive 

• Try to calm suspect and listen to complaints or demands 

• Keep students calm and don’t allow them to agitate the suspect 
• Ask permission of suspect at all times 
 

Don’t: 
• Try to be a hero 
• Challenge the hostage taker 
• Confront the hostage taker 
• Argue or fight 
• Use words “hostage,” “captives,” or “negotiate” (Maybe take the 

“s” from captives for consistency.) 
 

KEEP ALL RADIOS, TV’S, AND COMPUTERS, TURNED OFF.  If 

possible, and without increasing risk to yourself, minimize any 
possibility that the suspect can hear or see “NEWS REPORTS.” 
 
Be calm and patient and wait for help.  Keep in mind the average 
hostage incident lasts approximately six (6) to eight (8) hours and 
the average barricade incident last approximately three (3) hours. 
 

Time is on your side! 
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INTRUDERS ON CAMPUS 

 
A campus intruder is anyone who loiters or creates disturbances 
on school property. 
 

• Call 911. 
 

• Contact school office and give location of suspected intruder. 
 

• If notified, follow lockdown procedures. 
 

• During lockdown, if you see the intruder, contact office and give 
location immediately. 

 

• Take roll and notify school administration of any missing 
students. 

 

• Keep phone and radio lines clear. 
 

• Notify the Superintendent’s office. 
 

• Remain in lockdown or evacuation mode until released by law 
enforcement. 
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MOTOR VEHICLE CRASH 

 
• If an accident, such as an auto wreck happens on or near 

campus, or if a student or staff member is seriously injured on 
campus: 

 

• Call 911. 
 

• Contact school office to report incident and any persons injured 
or trapped. 

 

• If NO buildings are endangered, instruct students to stay inside 
classrooms. 

 

• If buildings are damaged, evacuate all students and staff from 
wreckage as appropriate.  Maintain control of students, take roll, 
and complete accountability report. 

 

• If evacuated, wait for instructions from the principal or designee.  
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PLANE CRASH 

 
If a plane crash happens on or near campus, or if a student or staff 
member is seriously injured on campus: 
 

• Contact school office to report incident and any persons injured 
or trapped. 

 

• If NO buildings are endangered, instruct students to stay inside 
classrooms. 

 

• If buildings are damaged, evacuate all students and staff from 
wreckage as appropriate. 

 

• Take roll. 
 

• If evacuated, wait for instructions from the principal or designee. 

 
 

 



43 

2019-1009 

UTILITIES: LOSS OR FAILURE 

 
This procedure addresses situations involving a loss of water, 
power, or other utilities on school grounds.  This procedure should 
also be used in the event of the discovery of a gas leak, an exposed 
electrical line, or a break in sewer lines. 
 

• If water or an electrical line is broken, effort should be made to 
turn off water or power to the affected area and notify the 
principal or designee immediately. 

 

• Upon notice of loss of utilities, the principal or designee will 
initiate appropriate immediate response actions, which may 
include SHELTER-IN-PLACE, or EVACUATE BUILDING. 

 

• The principal or designee will notify the Maintenance and 
Operations Department, and will provide the location and nature 
of emergency.  Business hours (XXX) XXX-XXXX ext. XXXX. 

 

• The principal or designee will notify the Superintendent of the 
loss of utility service. 

 

• If the loss of utilities generates a risk of explosion, such as a gas 
leak, refer to Explosion/Risk of Explosion. 
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EMERGENCY ROLES /PERSONNEL GUIDE 

 
Administrator/Principal/Designee 

 
When calling the Office of the Superintendent, say: “This is 
________ School. This is an emergency call.  Connect me 
with the Superintendent.” 
 
This call shall have priority over all other business.  You will 
be immediately connected with the Superintendent’s office.  
In the absence of the Superintendent, the call will be given to 
the Superintendent’s designee. 

  

• Appoint guards to see that no unauthorized person goes back 
into the building until they have been declared safe. 
 

• Post traffic control at school gates to keep parking lot free for 
emergency vehicles. 

 

• Assess total school situation and report findings to the 
Superintendent. 

 

• Determine location of disaster and first aid centers. 
 

• Direct the recovery of all disaster related medical supplies, 
equipment and information listing the location of first aid supply 
stations. 

 

• Oversee conservation and distribution of water. 
 

• See that parents and guardians are notified as soon as 
possible of any serious injury to students.  If necessary, send 
injured children to emergency centers designated by 
Police/Sheriff/Fire/American Red Cross Officials. 
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• Release students and staff according to the Superintendent’s 
directive. 

 

• Under authorization/direction of the Superintendent, the 
Principal/designee will cooperate with authorized 
representatives of all information media, including the press, 
radio and television. 

 

• Requests from the news media for statements relating to the 
incident are to be referred to the Superintendent’s Office.  No 
district employee is authorized to make a statement to the 
news media unless so authorized by the   Superintendent or 
Public Information Officer. 

 

• Equal access to information, prepared statements, or other 
data of concern, will be provided unless expressly denied by 
the Education Code for the State of California. 

 

• Provide reasonable escorted access to the facilities necessary 
to report the incident. 

 

• Names of injured students or staff will not be available to the 
news media until contact has been made with the parents or 
family. 

 

• The Principal/designee, with the Superintendent, law 
enforcement agency, fire and other civil (or military) authorities, 
is responsible for the control and direction of the physical 
situation. 
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CLERICAL STAFF 

  

• Clerical staff shall be responsible for reporting fire or other 
disasters. 

• Under direction of the Principal/designee, provide for the 
preservation of essential school records. 

• Utilize telephones and monitor radio emergency broadcasts. 

• Funnel volunteers to locations where needed. 

• Perform the duty of messenger/courier as directed. 

• Assist as directed by the Principal/designee. 
  

 

FOOD SERVICE WORKER 

 

• Use, prepare, and serve, on a rationed basis, cafeteria stock 
and water supply whenever the feeding of students and staff 
becomes necessary   during a disaster. 

• Assist as directed by the Administrator/Principal/Designee. 
  

  

MAINTENANCE/OPERATIONS DEPARTMENT 

  
Maintenance/Operations personnel (including custodians) shall be 
responsible for the use of emergency equipment, the handling of 
supplies and the safe use of available utilities. 

• Check water, gas, and electricity.  If directed by the 
Principal/designee, turn off utilities and intake valve on water 
heater. 

• Survey and report damage to Principal/designee. 

• Assist in any firefighting or recovery activities. 

• Assist in the disbursement of supplies and equipment. 
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• Assist in establishing controls to prevent the use of 
contaminated water. 

 

• Help set up emergency sanitation facilities if needed. 
 

• Assist as directed by the M & O Supervisor and/or 
Administrator/Principal/Designee. 

  
 

 

NURSE 

  

• Administer and supervise administrator of first aid and CPR. 
 

• Organize first aid and medical supplies. 
 

• Assist as directed by the Principal/designee. 
 
 

TEACHERS/INSTRUCTIONAL AIDES 

 

• Shall be responsible for the supervision of students and will 
remain with students, or report to the disaster center if they do 
not have a class group. 
 

• Oversee all first aid for the students in their class group until an 
emergency first aid station is established.  Make a permanent 
record of any first aid given and note any unusual behavior.  
Students with major injuries are to remain in the classroom 
supervised by one teacher from a buddy group; children with 
minor injuries are to be cared for after evacuation.  Use bottled    
water until notified that water system is safe. 
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• When evacuating a classroom, take your roll book, emergency 
supplies, and water. 
 

• Check with buddy classes when evacuating.  If there are 
seriously injured persons who cannot be moved, assign one 
teacher to remain. Other teachers evacuate the rest of the 
children. 

 

• Take roll.  Send notice to the Principal/designee immediately of 
any student or staff member who is not with the class group, 
noting possible whereabouts, (e.g. at library, office etc.).  Take 
roll periodically throughout the disaster period. 

 

• Note on class roster the name of anyone who, for any reason, 
leaves the class group, first aid center, own home, or home of 
authorized person. 

 

• Be specific in noting names and addresses of those to whom 
students are released noting release time and destination. 

 

• If the child is released to person e.g., first aid center or disaster 
center, note the child’s name and whom the child is released to 
on roster, and write the child’s name on the child with 
permanent ink.  (The child might go into shock or become 
unconscious later and not be able to give name.  If child is sent 
to a medical center away from school, identification is even 
more essential). 
 

• Be aware that there are many members of the community who 
are expected to assist those at the school; search and rescue 
volunteers, persons with special skills or equipment, those who 
have stored supplies, and volunteers to help teachers. 
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• Encourage students to talk about their experiences and 
feelings.  Talking gives anxious children the means to vent their 
apprehensions and psychologically adjust to the disaster. 

 

• Provide activities such as games, songs, music, stories, 
exercise etc., to alleviate tension and worry. 

 

• Report to the Principal/designee when all students have been 
released. 

 

• Assist as directed by the Principal/designee. 
  
 


