W Los ANGELES UNIFIED ScHOOL DISTRICT
"Ml REFERENCE GUIDE

TITLE: EMERGENCY DRILLSAND ROUTING
PROCEDURES Local District Superintendents
Local District School Support
NUMBER: REF - 1314 Directors
Loca Didtrict Operations
| SSUER: Office of Environmental Health and Safety Coordinators
Principas
DATE: September 24, 2004 Non-School Site Administrators
PURPOSE: The purpose of this Reference Guide is to provide information for Local
Didtricts and Schools regarding emergency drills and procedures.
MAJOR This Reference Guide replaces Office of the Superintendent Bulletin N-25 on the
CHANGES: same subject, dated December 16, 2002. Information regarding drill

documentation has been updated to reflect the current law.
INSTRUCTIONS: |. BACKGROUND

Continuous review and revision of disaster preparedness are essential for
the safety of students and employees. Previous disasters have given
credence to this concept.

. DISTRICT EMERGENCY POLICIES

Administrators are advised to become thoroughly familiar with the
information contained in this bulletin and in the Safe School Plan
(Volume 2 — Emergency Procedures) prepared for their school. Site
administrators are to share this bulletin with all staff membersto ensure
decision-making continuity should the Site Administrator be absent
from the site during an emergency.

Administrators shall make sure that all emergency signals are tested
and drills and procedures are conducted in compliance with pertinent
laws (see LEGAL REFERENCES). Such action shall include:

A. The administrator shall instruct all students and staff to evacuate
to the designated Emergency Assembly Area when appropriate.
This allows for the accurate accounting of students and staff,
provision of aid to those in need, and offers an opportunity to
disseminate information.

B. During an emergency, students shall remain on the school site
until  reunited with parent(s) or designees, and/or the
Administrator determines if the environment is safe to disperse
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students to their homes. Use of the Request and Reunion Gates
for release of students is highly recommended.

Administrators shall perform the following tasks to facilitate the

effectiveness of the Safe School Plan:

1. Regularly review and familiarize staff regarding current
emergency procedures and staff assignments.
2. Conduct drill practice/review* asfollows:

DRILL TYPE | ELEMENTARY | MIDDLE SENIOR

Fire First week of First week of First week of
school until school until school until
proficient, then proficient, then proficient, then
once per month, once per month, once per semester,
including summer | including summer | including summer
school. school. school.

Earthquake Each month and Each month and Each month and

(drop/cover/hold)| summer schoal. summer schoal. summer schoal.

Take cover Review* once per | Review* once per | Review* once per
semester, semester, semester,
including summer | including summer | including summer
schoal. school. schoal.

Lock Down/ Review* once per | Review* once per | Review* once per

Shelter-in-Place | semester, semester, semester,
including summer | including summer | including summer
school. school. school.

* Anora review of purpose and procedure may be donein lieu of actual practice.

3. Conduct a school-wide emergency response drill during the
Fal Semester to test the school’ s updated Safe School Plan.

4. Participate in the Districtwide Earthquake Dxill in April in
compliance with state requirements.

department regulations and District policy as follows:

D. The administrator shall verify drills conducted as required by fire

1. Veification of drills is to be recorded on the “Monthly
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Emergency Procedures Log” (Attachment B). A copy of the
log form can be found on the OEHS Emergency Services
Web Site: www.lausd- oehs.org/emergencyservices.asp.

The “Monthly Emergency Procedures Log” and the
memo/directions from the Site Administrator listing the date
and time of the drills are to be retained at the school/nor
school site for inspection by the fire department, and for any
other drill practice verification by District Personnel. The
logs are to be kept for two years.
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E. Aspart of their Los Angeles City Child Care Permit requirements,
all Early Education Centers must post their Emergency Drill
Record next to their permit.

1. DISTRICT EMERGENCY DRILL PROCEDURES

Complete descriptions of the procedures are found in the Safe School Plan
(Volume 2 — Emergency Procedures), Section 4.

A. FreDrill

1. Studentswill evacuate to designated areas in a quiet, safe and
expeditious manner.

2. Teachers will take their attendance cards or roll books,
account for al students and report any inconsistencies to the
Incident Commander.

3. Students and teachers will wait in their designated areas for
instructions.

B. Earthquake “ Duck/Cover/Hold” Drill

In 1986, the District changed its earthquake drill procedures to
include “Duck/Cover/Hold”, as recommended by the Los Angeles
City Fire Department. The “Duck/Cover/Hold” procedure affords
more suitable protection from flying objects and broken glass for
students and staff during an earthquake.

1. Inside classroom

a

b.

C.

d.

Upon command of “DUCK?”, drop to knees, facing away
from windows.

Take cover by getting under/below equipment (desk,
chair, table, etc.)

Grasp equipment (furniture legs, etc.) with hards and
hold tightly.

Wait quietly for further instructions.

2. On school grounds but outside school buildings

a

b.

C.

Reference Guide No. REF- 1314
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Stay clear of buildings, power lines, light poles, etc.
Drop to the ground, cover head if possible and hold onto
a stable object if available.

Remain clear of obstacles and wait until situation
stabilizes and staff member gives al clear.
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C. Drop/Take Cover Drill

The emergency “Drop/Take Cover” procedure is used during the
following disasters when they occur at or near the school or nor
school site: bomb blast, gas truck explosion, airplane crash, gas
storage tank explosion, shooting incident, railroad tank car
explosion, gasoline refinery explosion, etc.

1. Procedure when inside the classroom
a.  Upon the command of “Drop/Take Cover,” drop to
knees with back to a window, place head in lap and
clasp hands behind the neck.
b. Wait quietly for further instructions.

2. Procedure when outside the classroom
a.  Seek any type of protection (curb, bench, ditch, gutter,
etc.)
b. Drop to ground with back to hazard and clasp hands
behind neck.
c. Remain in this position for a brief period, and then seek,
If necessary, more protective cover.

3. Procedures when going to or from school:

a  Seek any type of protection (curb, bench, ditch, gutter,
etc.)

b. Drop to ground with back to hazard and clasp hands
behind the neck.

c. Remain in this position for a brief period, and seek, if
necessary, more protective cover.

d. Go to the nearest available place of shelter and remain
there quietly until instructed to leave by a recognized
authority.

D. Lock Down Dirill

This drill is used to practice securing the school during police
action, campus intrusion, community incidents or any other
incident requiring school/room security.

1. Lock Down procedures inside the classroom
a  Lock doors.
b. Close blinds and cover door window if necessary.
c. Move students away from window.
d. Remainin classroom until emergency is over.
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2. Lock Down procedures outside the classroom
a.  Proceed to closest room.
b. Remain inside room until emergency is over.

E. Shdter-in-Place Drill

This action is taken to place and/or keep students indoors in order
to provide a greater level of protection from airborne
contaminants in outside air. Shelter-in-Place is implemented
whenthere is a need to isolate students and staff from the outdoor
environment and includes the_shut down of classroom and/or
building HVAC systems. During Shelter-in-Place, no one should
be exposed to the outside air.

The difference between Shelter-in-Place and Lock Down is that
Shdter-in-Place involves shutdown of the HVAC systems, and
allows for the free movement of students within the building.
However, classes in bungalows and buildings with exterior
passageways will have to remain in the classroom.

1. If outside, students will proceed to their classrooms if it is
safe to do so. If not, teachers or staff will direct students into
nearby classrooms or school buildings (e.g. auditorium,
library, cafeteria, gymnasium). Teachers should consider the
location and proximity of the identified hazard and, if
necessary, proceed to an alternative indoor location.

2. Teachers are responsible to secure individual classrooms and
the Plant Manager and Security/Utilities Team will assist in
completing the procedures as needed: shut down the
classroom/buildings(s) HVAC system; turn off local fans in
the area; close and lock doors and windows; seal gaps under
doors and windows with wet towels or duct tape; sea vents
with aluminum foil or plastic wrap, if available; and turn off
sources of ignition, such as pilot lights.

V.  “SCHOOL BUS' EMERGENCY PROCEDURES
Students traveling on school buses will receive instructions from bus

drivers during any type of emergency. Buses may report to the nearest
school after an emergency until further information is received.
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V. STUDENT EMERGENCY INFORMATION CARD

The 1994 Emergency Information Card provides administrators with
additional student information in case of an emergency. Emergency Cards
may be ordered from the District’'s Supply Catalog, Commodity Code
9661214121. Every effort should be made to keep al student emergency
contact information current and accurate.

VI.  SAMPLE LETTER

Attachment A is a sample letter in all the current translations that may be
used to communicate to parents.

VII.  CONDUCTING EMERGENCY DRILLS

Attachment C is a chart titled “ Conducting Emergency Drills,” which may
be duplicated and placed in al rooms.

Schools can download additional copies of the Sample Parent Letters,
Emergency Drill Practice Report and Conducting Emergency Drill Chart
by going to the Emergency Services web site a  www.lausd-
oehs.org/emergencyservices.asp.

LEGAL Civil Defense Policy, Public Law 875, Eighty-First Congress; the California
REFERENCE: Disaster Act; California Administrative Code, Title 5, Education; SB 187; AB
2876; CCR Title 19, Section 3.13; LAMC 57.111.06

ASSISTANCE: For assistance or further information please contact the Office of Environmental
Health and Safety at 213-241-3199 or Bob Spears, Director of Emergency
Services, OEHS, at 213-241-3889.
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SAMPLE LETTER TO PARENTS

(School Letterhead)
(Date)
Dear Parents(s) or Guardian(s):

The safety and welfare of our students and staff are our highest priorities. To provide schools an
opportunity to practice emergency response procedures, the Superintendent of Schools has asked
al students and staff to participate in a District-wide emergency preparedness drill on

, 2004 at . Please be advised that students will be
dismissed at the regular time on this day.

The goals of the training drill are to improve our ability to protect students, save lives, and reduce
injuries. As part of the drill, the students and staff will participate in the activation of our school’s
Safe Schools Plan. Y ou are encouraged to participate in this drill.

Prior to the drill, please discuss with your child your family’s home preparedness plan. Severd
resources are available to help you prepare. The American Red Cross has outstanding materials.
You can obtain Red Cross materials in English or in Spanish from their web site:
http://www.redcross.org or by calling the Los Angeles Chapter at (213) 739-5200. Y our telephone
directory aso has valuable information on first aid, CPR and home preparedness.

If you have any questions or reed further information, please do not hesitate to call our school
office at (School Telephone Number).

Sincerdly,

Principal
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Reference Guide No. 1314 ATTACHMENT A

SAMPLE LETTER TO PARENTS

(School Letterhead)

(Date)

Estimados padres de familia:
Estimados padres de familia o tutores:

Laseguridad y €l bienestar de nuestros estudiantes y del personal son nuestras prioridades
fundamentales. A fin de que las escuel as tengan oportunidad de practicar |os procedimientos a seguir en
caso de una emergencia, e superintendente de escuelas le ha solicitado a todo €l persond y los
estudiantes que lleven a cabo un gercicio de simulacro de preparacion para emergencias que abarcard a
todo el Distrito y se redizara el de 2004, alas . Enese
dia, d horario de salida de clases serd el habitual .

El objetivo de este gercicio de entrenamiento es mejorar nuestra capacidad para proteger alos
estudiantes, salvar vidas, y limitar las lesiones que se pudieran producir. Como parte del mismo, los
estudiantes y el personal participaran en la activacion de nuestro Plan de Seguridad Escolar. Seinstaa
todos atomar parte en el simulacro.

Solicitamos a los padres de estudiantes que antes de lafecha de realizacion del simulacro, conversen con
sus hijos acerca del plan de preparacion que tengan en sus hogares. Existen una serie de recursos
disponibles para ayudarles a estar mejor preparados. La Cruz Roja cuenta con material extraordinario. El
mismo puede obtenerse en inglés o espafiol visitando el portal de Interret en: http://www.redcross.org o
llamando a la seccion de Los Angeles al (213) 739-5200. En la guia telefénica también se puede
encontrar valiosa informacién sobre primeros auxilios, CPR (Resurreccién Cardiopulmonar), y
preparacion del hogar.

Si tiene alguna otra pregunta 0 necesita mas informacion, por favor no dude en llamar ala oficina
escolar por € (school telephone number).

Atentamente,

Director(a)
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SAMPLE LETTER TO PARENTS
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Obpasel; nHUCcEMA POAMTETAM

(MUIEOABHEH DoaHk)
(naral
Veaxaemule pﬂ,ﬂ,HT&J’[]-[;‘IGHEK}'HE[:

Mur poerja npesfe neero saboTHMed o AMYHON Ges0MacHOCTH 1 GJaronosy Y K0TEHHEDE,
yvauTenell ¥ ApYrHx COTPYAHMEOR IIKONEL B CBASH ¢ 0THM 3aBey 01Nl HMKOIEHEM OKPYIOM
o0paTHIICH K POJMTEIAM M IHEOJIBHOMY IT€PCOHAMY ¢ npockiofl IPHUHATL YHacTHe BO BeeodInx
yuaeHnsx 1o nogrotoske £ Y1, ¥Yuenna coctoaTcs 2004r. B

yacon. B gens npopeggHnsa yueH Ml INKOJIBHHEOR OTIVCTAT AOMOH B o0bIMHOS

BPeMH.

YueHa MMeT Ccooei safgavueil MOBBEICHTE COCTOSHHE MOTOBHOCTH M TEM CaMBIM CIACTH KH3HB,
TOHWSHTE YHCI0 PAHEHBIN M CITACTH MMYILeCTEO B 'plli-'flllleE! EE,:[CTD]HI. }'."-Ii'I.LL'I,Ii[E'CEI COBMECTHD CO

IIKOJIBHEIM MePCoHLA0M TPHMYT YYaCTHE B NOJroTOBKe K apapuflHusM cuTyaijmnam (Sale
Schools Plan). My npuswBaes Brex DpHHATE YYLCTHE B JEHHBIX YUEHIHEX.

Moxanyilera, nepep, HavanoM ydueHuil, oboyanTte ¢ pebénkon Bany rotosHocTs & HIL
MaTepuans, nogroTorteHHse AMepugaHeEny Obmectrom Kpacaoro Kpecta cofepmar MHOTD
nosesHoll wHopmaun. Aenawine 0SHAKOMUTRCH € JAHHBIMI MATEPHATAMI MOTYT
NOAYYUTE WX HA MCIEHCKOM I HA aHrauiickoM ssukax Ha  Web-caiire:

http:/fwww redcross.org mnn o0paTHTECA B MecTHRI oTAga opragmsan i & Jloc-Anwenece mo
renedory (213) 7395200, B renedoHHOM COPABOYHNKS ECTE TAKKE MHOIO TOJIeSHON
MHPOPMATHE 0 Depofl MoMOL[H, cepAeYHD-TErovHol peaHuMaIiHi i TOTOBHOCTH CEeMBH K

S3a pomonanTeneHoll mHipopManneil coefyeT obpamaTecs B WkoNeHE odiue. Mu Gy gem
pajbl OTBETHTE HA BAalllHM BOMPOCH. 3BOHNTE No TenedhoHY (VELKNTe TesledpoH HIKOIIE ).

C VBLAREHMEM

AHPEETOD HTEOJT R

#5270 st Translated by the LAUSD Translanons Unit § Hussaan)
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SAMPLE LETTER TO PARENTS

(Schonl Letterhead)

(Date)

Thua Quy Phy Huynh hay Gidm Hé:

Sif an toin vi hanh phiic cia cdc hoe sinh vi nhiin vién ching 181 [a nhifng tu tién cao nhil clia
chiing t&i. BE cung tfng cho cic trufing mit cd hai thife p nhimg thii tue ing phé tnrimg hdp
khiin cfip, Vi Téing Thanh Tra clia Cac Trufiing da yv&u ciu il cd hoe sinh v nhin vién tham gia
viio cude tp dudt sin shng trong trufing hdp khiin n::ffp wan-Hoc Kluviongay _
2004 e . Xin nhd |':Il|1,-:' hoc sinh s& tan hoe vivo thifi gian thufmg 1¢ trong ngivy 'ffy.
Nhitng muc tiéu clia cude tip dudt huiin luyén [a dé cditién khi ning ciia chiing 161 bio vé cic
hoe sinh, bio woan sinh mang, va gidm thiéu thuoing tich. Li mit phfm cua cude thue tip, hoo
sinh vi nhin vién s& tham du vio sif hoat hda K& Hoach Cic Hoe BPuiting An Tohn clia tnfiing

ching ta. Qu¥ vi dude misi tham gia vio cude tip dudl |1f1}f.

Trudic cubic dién Lip, xin thio ludn vdi con cia quy vi vt k¥ hoach sin sang lainhi cha gia dinh
qu¥ vi. C6 sin vai nguiin thi liéu gitp qui vi chuiin bi. HAi Héng Thip Ty Hoa Ki b nhifng
thi liéu xudl sic. Qui vi cd thé nhiin dvde i liéu cia Hoi Hﬁn;_:. Thip Ty hﬁng, cich goi Phin
Bi Los Angeles ¢ (213) 739-5200. Quyén dién thoainién gidm cia quy vicing ¢ nhitng thing
tin quy bau vé ciu thuing, cip ciu CPR vi chuiin bi gia dinh.

~ r . - i o n - 2 oy - . oAt . 5 & . . - ™
Néuquy vicd thac mic nho hofic cin biét thénm chi tiét, xin difng ngin ngai poivin phing
truiing ching t&id =6 (School Telephone Mumber).

Tran trong,

Higu Trdng

5239 be _ Translated by the LAUSD Translations Unit {Vietnamese)
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Emergency Drill Practice Report

ATTACHMENT B

For School Y ear

Pleaseretain thisrecord at sitefor Fire Department I nspection

Earthquake Lock Down Drill or Take Cover Drill
Drop/Cover/Hold Drill Shelter-in-Place
Date Initial Date Initial Date Initial
[ ] January [ ] January [ ] January
[] February [] February [ ] February
[ ] March [ ] March [ ] March
] April ] April ] April
(] May [] May [ May
[] dune [ ] dune [ ] June
[ ] duly [ ] duly [ ] duly
[ ] August [ ] August [ ] August
[ ] September [ ] September [ ] September
[ ] October [ ] October [ ] October
[ ] November [ ] November [ ] November
[ ] December [ ] December [ ] December
School Administrator

(Signature)
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Reference Guide No. 1314 ATTACHMENT B
Emergency Drill Practice Report For School Y ear

Pleaseretain thisrecord at site for Fire Department I nspection

EMERGENCY FIRE DRILL RECORD
IN CASE OF A REAL EMERGENCY,
SOUND THE ALARM AND CALL 911

Who Conducted Which Device
Date Time Drill Activated Comments and Notes

January

February

March

April

May

June

July

August

September

October

November

December

Note: Alarm system must be used for drill and complete evacuation is required.
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CONDUCTING EMERGENCY DRILLS

ATTACHMENT C

Drop/Take Cover L ock Down or
_ _ Earthquake (used for explosions, Shelter-in-Place
Event FireDrill Duck/Cover/Hold airplane crash, shooting (used to secure school during
incident, etc.) police action or a campus
intrusion emergency,
hazardous material leak.)
Bell for 10 seconds ; pause for Command of “DUCK™” given Alternating long and short One long continuous,
Signal 5 seconds; bell for 10 by teacher or staff member. b_ells; command of “DROP” intercom, word of m(_)uth, or
seconds — repeat sequence given by teacher or staff other system of warning
member developed by schooal.
Evacuate to outside assembly Drop to knees; take cover Take immediate cover. Lock doors, close blinds,
area. under desk; hold on to leg of Drop, facing away from move away from windows.
furniture windows or hazards. Bury Outside, proceed to closest
Action face in arms to protect head. room. Remain until
Close eyes tightly. Remain emergency isover.
in position until directed to For Shelter-in-Place, close
evacuate or until emergency | doors and windows, turn-off
isover. HVAC systems and sedl
vents.
One long (10 seconds) bell or Given by teacher or staff Onelong (10 seconds) bell One long (10 seconds) bell or
All Clear| ora notification by staff that member. or oral notification by staff oral notification by staff that

drill is over.

that drill is over.

drill is over.




