Robert Fulton College Preparatory School
DATE:
January 9, 2007
TO:

Fulton Faculty and Staff








FROM:
Steve Edelman, Safety Advisor

Victor Rodriguez, Assistant Principal

SUBJECT:
EMERGENCY DRILL SCHEDULED FOR 12:15 PM ON WEDNESDAY, JANUARY 17
BACKGROUND AND OBJECTIVES
January 17 is the anniversary of the Northridge Earthquake, a 6.7 tumbler that struck at 4:30 am in 1994.   To mark this year’s anniversary, Fulton College Preparatory School will have an Emergency Drill at 12:15 pm on Wednesday, January 17, 2007.  This drill will encompass Fire and Earthquake Drill procedures.  It is a legal requirement, as mandated by the California Education Code, that our school carry out these drills on a regular basis.  
 
The Emergency Drill objectives are as follows: 
· To acquaint everyone with the signal for a fire alarm.  That signal - a series of the bells and pauses - is:

· a ten-second bell followed by
· a five-second pause 
The sequence is repeated as often as necessary.  During an earthquake, the bells may or may not be operational, so a command of “DROP” is to be given by the teacher or staff member regardless.  At that time, students are to drop to their knees, take cover under a desk/table, and hold on to the legs of the furniture.
· When the “All Clear” is sounded and/or it is safe, everyone is to quickly and quietly evacuate to their assigned outside assembly area.   

Preparation 

· Please encourage your students to take this drill very seriously.  
· Prior to the emergency drill, please prepare the students by reviewing the Emergency Evacuation Routes.  
· Inform students that only their parent(s), guardian, or other adult listed on their Emergency Card would be allowed to pick them up from school  Parents must first go to the Request Gate, just behind the teacher’s cafeteria, to request the pickup.  They would then be directed to the Reunion Gate, located between the auditorium and the lunch area, to meet their child.
· Please take some time to peruse the materials contained inside the red emergency totes that should be prominently hanging in your classroom.  Inside, you will find a First Aid Kit and an Emergency Notebook. The notebook contains all of the information that you or your substitute would need should there be a drill or an actual emergency.  Please either print your class rosters via ISIS or make a copy of the rosters the Attendance Office issues you, and include these in the notebook.  By keeping updated rosters in the notebook, students can be more accurately accounted for during emergencies.
· Classroom teachers should consider obtaining additional medical supplies - band aids, ace wrap, antiseptic ointment, eye wash, rubber gloves, etc. to be used for minor mishaps when the nurse is unavailable or unnecessary (the 99 Cent Store has all of these items).  

· You should also consider keeping a blanket, supply of bottled water, non-perishable food or snacks and other supplies in your room in the event an emergency requires a sustained lock-down.
· Encourage your students to keep a book, game, or puzzle in their backpacks to be used during the drill during filler time.
EMERGENCY DRILL PROCEDURE
 During the emergency drill, please follow the procedures outlined below:

· Conduct the practice drill (fire and earthquake) as described above.
· Take the red emergency tote with you as you guide the students to the assembly area.
· Escort your students to the marked blacktop area behind the gym and find your assigned room area.  

· Take roll to verify that all students are present.  Students must remain seated together as a class throughout the duration of the drill.
· If any of your students were present in class, but were absent during the drill, please list those names below and submit it to the Command Center.  If all students are accounted for, this step is not necessary.

· Teachers are to remain with their class AT ALL TIMES.  

· No students are to be allowed to wander away from their class staging area.

· The “All Clear” signal is one long bell and/ or oral notification by staff that the drill is over. At that time, staff members will dismiss the students by row. 

ROSTER OF MISSING STUDENTS
(Submit this roster to the Command Center only if students cannot be accounted for during the drill.)
Teacher: _______________________________________________________ Room:____________________

	Last, First Name of Missing Student
	Student’s Date of Birth
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