ANDREW CARNEGIE MIDDLE SCHOOL

EMERGENCY OPERATIONS CONTINGENCY PLAN 2005

School: Andrew Carnegie Middle School




Revised 4/19/2005
Principle: Susan Price



District K


Telephone: (310) 830-1330

A.  
COMMAND CENTER TEAM

Location: 
Outside of the GPE Office 

Members:
Team Leader:

Ms Price , Principal
 (Radio #23)
Co-Leader: 



Mr. David Bonneau  Assistant Principal
 (Radio#4)

Media Representative:


Price/Bonneau

Amateur Radio Operator:

Emergency Communications System:
Alex Miranda

Documentation:



Beverly Frost

Additional Staff:



Felipe Calvo (Resource Management) 
(Radio#12)







Marcus Riley (Cafeteria Manager)

Responsibilities:



Implements and coordinates emergency response.



Accounts for the presence of all students and staff.



Controls internal site communications.



Communicate school site conditions to Local District Superintendent.



Prepares reports, as needed, for Local District Superintendent.



Coordinates external communications with media.



Keeps records for reimbursement purposes.

Supplies and Equipment:

Personal emergency supplies, hand-held radios, portable PA, battery operated AM radio, etc; and notebook containing the following:




Staff Roster/Room Numbers
Emergency Operations Plan




Student Roster


School Information Map




Emergency Assignment List
Log Forms

Procedures:

1. Command Center is the command post for the entire school’s emergency evacuation and assistance efforts.  The Command Center is located out side of the GPE Office and coordinates all media information, communications, school information, and PA announcements, under the direction of the Principal.

2. Command Center monitors portable radio news for related emergency information and instructions.  Information will be announced over PA, with runners bringing information to PE, until school PA system can be heard in PE.

3. The Command Center should have the following items available at the GPE Office: copy of earthquake preparedness procedures; bull horn and batteries; portable radio; staff roster; paper and pencil; pocket knife; two-way radio; duct tape; construction paper; black marker; large plastic trash bags; school information map; emergency assignment list; staff roster/room numbers; student roster; and log forms.

4. Incoming Reports to Command Center include missing students from classes; injured students from First Aid Center; emergency release cards for “unaccounted” for students; and custodial reports on school damage.

a. Following roll call, the names of missing students will be brought to the Command Center and given to the clerical staff that will place an “A” next to student’s name on the HR roster.

b. Names of students or staff being treated at the First Aid Center will be brought to the Command Center and given to the clerical staff that will place an “I” next to the student’s name on the HR roster.  “I” names will be compared to “A” names on HR rosters to assist in accounting for all students.

Command Center clerical staff will also compare HR roster information to names of missing students from emergency release cards brought from PARENT REUNION GATE.

5. All Outgoing Reports from Command Center must be approved in advance by the Principal.  This includes communications to superintendent, students, parents, media and/or local emergency personnel.

a. Reports to the superintendent shall include information regarding number of rooms, which are undamaged, cleanable, and/or unusable; fatalities and/or injuries to students and staff; as well as the status of gas, water, telephone, and utilities.

b. The Principal will also communicate on a regular and periodic basis with students, parents, and the media.

B.       OPERATIONS CENTER
Location:
Cargo Container

Members:
Leader:


Mrs. Armstrong
(Radio # 2)



Co-Leader:

Alan Singer
(Radio # 5)



Documentation:

Sheila Montgomery, Sheryl Yoshida

Responsibilities:

Coordinates all evacuation, search and rescue, first aid, and fire suppression activities.


Communicates all emergency information with Command Center and Principal.


Accounts for the presence of staff.


Maintains lists of students treated and or found by search and rescue teams.

Supplies and Equipment:

Personal emergency supplies, hand-held radios, portable PA, battery-operated AM radio, etc; and notebook containing the following:


Staff Roster/Room Numbers
Emergency Operations Plan


Student Roster


School Information Map


Emergency Assignment List
Log Forms

Procedures:

1.
Operations Center coordinates all earthquake evacuation, search and rescue, fire suppression, and first aid efforts, and communicates this information to the Incident Command Center.  The Operations Center is located outside at the Cargo Container.

2.
Custodial personnel will bring all reports of damage to the Operations Center, as should classroom teachers who have observed damages and/or injuries while en route to the PE emergency assembly area.
3. Operations Center equipment and supplies include: two-way radio; paper and pencil; pocket knife; duct tape; copy of earthquake preparedness procedures; construction paper; black markers; keys to cabinet locks; clipboard with emergency checklist information; log forms; emergency assignment list; school information map; and staff roster/room numbers.

C. EMERGENCY FIRST AID TEAM (Staff and students as assigned)

Location:
Handball Courts

Members:
Leader:


Annette Matsuda (Radio # 18)



Co-Leader:

Timothy. Toft


Documentation:

Lasheena Hammond, (Copy clerk), Camille Castelao



Triage:


 Annette Matsuda



Staff:


Assigned as needed from list below.




Teacher Aids

Perl Johnson, Aley Becdach Marie Olave, Alfred Ayala



Morgue (Rest Rm.):
Carmen Santiago



Students:

Selected Leadership Students (Litter Helpers & Runners)



Location of Supplies:
Cargo Container, Health Office

(Staff First Aide list)
Jessica Belch, Jeanne Perea, Phi Le, Timothy Toft, Jeanie Kang, Layne Benschneider, 

Responsibilities:


Ensures that first aid supplies and Student Emergency Information cards are at the first aid center.


Coordinates medical efforts with Search & Rescue Teams.


Determines need for medical assistance.


Administers first aid, records types of injuries and first aid provided.


Keeps records for reimbursement purposes.

Supplies and Equipment:
Personal emergency supplies, triage tags, hand-held radios, stretchers, blankets, wheelchairs, first aid supplies, etc; and notebook containing the following:



First Aid roster


School Information Map



Patient Record forms

Log forms



Emergency Operations Plan

Procedures:

1. First Aid Center coordinates all emergency first aid care for injured students and staff, under the direction of the school nurse or designee.  First Aid Center will also organize and maintain a morgue.

2. Following the initial earthquake shaking, the School Nurse (or Textbook Clerk) will take all the student emergency cards and first aid supplies to the First Aid Center located at the Handball Courts.  Textbook clerical and Cafeteria staff will assist School Nurse in moving first aid supplies to FAC before assuming earthquake duties.

3. Teachers assigned to the First Aid Center will be assigned to triage, first aid and/or morgue duties by the nurse.  All First Aid assistance should be noted on the student’s emergency card.

4. Upon notification, members may be dispatched to assist search and rescue or fire teams with injured students or staff, and/or assist teams with evacuation and/or transportation.

5. First Aid Center equipment and supplies includes: Student emergency cards; First Aid disaster kits; litters; ground cover; paper and pencils; pocket knife; duct tape; black markers; construction paper; large plastic trash bags; log forms; school information maps; and first aid roster.

D. SEARCH AND RESCUE TEAMS (Staff members and student runners)

Location:
Location of Equipment:

Cargo Container; Keys at Command Center

Members:
Leader:


J. Naick
Checks in and out S/R Teams and Keys.


Co-Leader:

D. Behringer


Team #1:

P. Farbman, D. Nakashima 

(Radio # 3 )



Team #2:

K. Nogawa, K. Combs


(Radio #  9 )



Team #3:

R. Parel, D. Witte



(Radio #  13 )



Team #4:

B. Leyden, D. Behringer


(Radio #  16 )



Team #5:

W. Sarmiento, J. Moses


(Radio #  17 )



Team #6

J. Naick, J. Kincaid



(Radio # 14 )



Team #7

W. Pulgarin, D. Graham


(Radio # 00 )



Students:
Selected Leadership Students will serve as runners.

(Search and Rescue Staff Assistants) Ms. Wilkinson, Mr. Terry

Note: S/R Team Leader/Co Leader will deliver Keys / Radios to the S/R teams and Fire teams.

Responsibilities:


Conduct pre-established search and rescue patterns.  Check each office, classroom, storage room, auditorium, etc.


Follow established search and rescue procedures before and after locating victims. 

Mark door “X” if no victims remain in classroom.

Keep records rooms, which are undamaged, cleanable, and/or unusable.

Maintains a list of injured students and staff found “names, type of injury and location”.

Keep records for reimbursement purposes.
Communicate with the Operations Center by radio as soon as your search area is cleared and stand by for possible reassignment

Supplies and Equipment

Personal emergency supplies, master keys, hand-held radios, fire extinguisher, bolt cutters, shovels, ropes, gloves, flashlights, triage tags, first aid kits, etc., and notebook containing the following:



Search & Rescue Status forms


Log Forms



School Information Map



Emergency Operations Plan

Procedures

1. The two-fold functions of all S & R teams are to check every room of every building on campus for injured or trapped staff or students, and to make every effort to rescue and remove these individuals. S & R team members should also be aware of their secondary assignments once the campus search and rescue assignments have been completed.   (see page 5 for secondary assignments)

a. All S & R team members will be provided specialized training to assist with the completion of their assigned tasks. All S & R personnel should make arrangements to obtain and maintain current first AID/CPR training.

b. S & R equipment and supplies provided for each team include: Master keys; 6’ pry bars; rescue tool; two-way radio; rope; personal rescue equipment for each team member (orange hard had; vest; dust mask; gloves; goggles; whistle; flashlight and batteries; yellow crayon; duct tape; pocket knife; paper and pencil); school map; log forms; and a copy of the emergency operations plan.

c. S & R equipment and supplies are stored at the Cargo Container.

2. Search and Rescue Team Assignments:

· Team 1-

Classrooms 39 - 40, Administration Building, Library, Student Store

· Team 2-

Classrooms 1 – 14 and bathrooms on lower level

· Team 3-
Classrooms 15 – 28 and bathrooms on upper level

· Team 4-
Classrooms 29-38, bathrooms

· Team 5-
Classrooms 41 - 43, Powers Hall, Cafeteria & Kitchen, Boys& Girls Gym and locker rooms,

 Bathrooms and all PE. Bungalows.

· Team 6-
Classrooms 44 – 49 and Bungalows B7 and B8 Plant Manager’s Office Quad, bathrooms

· Team 7-
Classrooms B1 To B6 and B9 to B17

3. Search and Rescue Procedures 

a. Each S & R team is to make a visual, voice, and physical inspection of all classrooms, offices, closets, custodial rooms, and rest rooms. Use yellow crayon to mark “ OK” doors once room has been checked.

b. Communicate with the Operations Center if additional assistance is required to remove injured.

c. Leadership Students will accompany S & R teams to serve as runners when needed.

d. Communicate with the Operations Center by radio as soon as your search area is cleared and stand by for possible reassignment.

E.
SECURITY TEAM


MEMBERS:

LEADER: 
Kiki Simi

- Main gate supervision

radio # 10)


STAFF:

Pablo Romasanta
– North gate supervision
(radio # 7)


STAFF:

Tanya Hernandez
- South gate supervision

(radio # 11)


LAUSD.
School sites Police Officer


Responsibilities:



Locks all external gates and doors, and secures school.



Posts signs as needed.



Directs first responders to area of need.



Directs parents to Reunion gate.



Keeps Records for reimbursement purposes.


Supplies and Equipment:

Personal emergency supplies, master keys, direction and information signs, hand-held radios, and notebook containing the following:




Emergency Operations Plan, Log forms, School Information Map


Procedures:

1. Following the initial earthquake, the custodial staff, school police, campus security aides will secure the campus perimeter, then report to the Command Center.

2. Once teachers with gate supervision have escorted their students to the EAA, they will report to the Operations Center, to pick up equipment, then go to their posts.

Instructions for gate supervisors:
a.
No one is permitted to enter the campus without direct approval of the Principal. Parents are to be directed to the PARENT REQUEST GATE on Bonita Street to pick up their child.

b. The driveways to campus gates should be kept clear of traffic to permit passage of emergency vehicles and personnel.

c. Direct members of the media to wait on the South grass area adjacent to the administration building (or Room 40/ Parent Center if conditions permit) for information from the Principal. Notify the Principal at the Command Center of the presence of the media and/or press.

3. During any disaster/emergency, only emergency vehicles are permitted entry to the campus. Every effort should be made to keep the parking lots and driveways clear of all vehicles.

4. Additional campus security and/or supervision will be provided by members of the search and rescue teams at the conclusion of their assignments if assistance is not needed elsewhere.

a. All S & R teams are to report to Operations Center  for debriefing prior to additional assignments.

b
S & R teams 1 & 2 will assist with supervision at the Reunion gate on Bonita Street. S & R teams 3 & 4 will assist at the First Aid Center. S & R team 5 & 6 will provide roving security on the campus. S & R team 7 will assist at the Request Gate on Bonita Street

.

5. Security equipment and supplies include: log forms; school information map; emergency operations plan; paper and pencils’ pocket knife; duct tape; construction paper; black markers; large plastic trash bags.

F
         FIRE SUPPRESSION TEAMS

MEMBERS:
LEADER:
Felipe Calvo, Plant Manager

(radio # 12)



Assistant:
Tommy Pickett
(radio # 20)





Team #1
 Tommy Pickett
(radio # 20),  Carmen Santiago (after 10:AM)

Responsibilities:


Ensure that fire suppression personnel know how to use fire extinguisher.


Conduct sweep to determine location of fire(s).


Follow appropriate fire suppression techniques.


Keeps records for reimbursement purposes.

Supplies and Equipment:

Personal emergency supplies, hand-held radios, fire extinguisher, water bib keys, gloves, blankets etc., and notebook containing the following:



Emergency Operations Plan, Log form, School Information Map

Procedures:

1. Fire team members are to immediately inspect all buildings to seize control of any fire before it gets out of control. Fire team members will use the nearest fire extinguisher and attempt to control the fire or put it out.

a. All Fire team members will be provided specialized training to assist with the completion of their assigned tasks. All school personnel should make arrangements to obtain First Aid/ CPR training on their own.

b. Fire team members should have the following equipment and supplies: master keys; one two-way radio (per team); personal rescue equipment for each team member (hard hat; vest; dust mask; gloves; goggles; whistle; flashlight and batteries); log forms; school information map; and emergency operations plan.

c. All fire suppression supplies will be stored in both classrooms and at the Operation Center (cargo container)

G. 
RESOURCE MANGEMENT/UTILITIES TEAM


Members:

Leader:
Marcus Riley, Cafeteria Manager


Staff:
Cafeteria Staff

Responsibilities:


Checks utilities and takes action to minimize damage to school site.


Assesses damage to school site and reports findings to Incident Command Center.


Distributes resources for immediate use ( water, food, power, radios, telephones, and sanitary supplies )


Establishes morgue area if needed.

Establishes rest room facilities when requested.

Keeps records for reimbursement purpose.

Supplies and Equipment:

Personal emergency supplies, hand-held radios, utility shut-off tools, and notebook containing the following: Supplies inventory, school information map, Emergency operations plans, log forms.

Procedures:

1. Custodial staff: secure gas, electrical and water shut-off valves, and then assist as needed with fire suppression. Using a school map, check / rooms and offices for damage and usability; providing principal with the information ASAP. (“Ok” = undamaged, “C” = cleanable, “X” = unusable).

2. Cafeteria staff: secure gas, electrical, and water, in the cafeteria area; then report to First Aid Center and help with set-up).

H.  
EMERGENCY ASSEMBLY AREA SUPERVISION TEAM
Location;
PE area
Members:
Leader:
 Perla Harlick (RADIO #13)
Assistant Leader Dan Fluty / Ann Christensen


Documentation:
 Pat DeKruif

Staff: All staff, aides, translators and/or interpreters (not assigned to other duties) will assist in field supervision. (See EAA chart)

PA Setup. “Phil Ivie” – Sets up Public Address System in Emergency Assembly Area then report to Operations Center.
Responsibilities:
Evacuate classrooms/buildings using predetermined routes to Emergency Assembly Area stations. 

Implement “buddy” system with neighboring teachers/staff.

Assist evacuation of classes to Emergency Assembly Area stations; keeps all doorways, hallways and stairwells clear and safe. 

Takes roll and reports class/groups status to Command Center (Out Side of the Girls PE Office).

Reports all missing Faculty/Staff members’ names to the Operation Center.

Supervises and reassures students throughout the duration of the emergency.

When directed to do so, conducts recreational and educational activities to maintain order and keep students clam over prolonged period of time.

Provides water to help calm students as available. 

Ensures the entrances the Emergency Assembly Area are clear and safe.

Keeps records for reimbursement purposes.

Supplies and Equipment:
Personal emergency supplies, hand-held radios, keys to Emergency Assembly Area, portable PA, etc., and notebook containing the following:

Evacuation routes diagram

School Information Map 
Log forms

Emergency Operations Plan with Teacher/Staff EAA Assignments


Procedures:

1. Students will line up with the teacher of the class that they are in when the emergency starts. Instruct students to be seated and await instruction.

2. All Teachers should: 

a. Take roll, keep students seated, and maintain order. (NOTE: Students can sit on backpacks if the ground is wet, but must sit, as it is easier to maintain the students when they are seated.)

b. Designate one student to be used as a runner to deliver information on missing students (name, grade, HR#) to the Incident Command Center.

c. Following roll call, send any Leadership students to the First Aid Center. Send any Tartans to the Reunion Gate. These students should be dependable and should be designated in your roll book.

d. Remain with assigned class, listening for information over PA.

3. Substitute Teachers: Escort students to EAA and assume teacher duties.

4. Classroom & Sp. Ed. Aides: Assist your teacher escort students to EAA.

5. Classroom & Sp. Ed. Aides will report to the EAA Team Leader to receive their class supervision assignments.

6. Teachers assigned to search and rescue and other duties. Reports to your assigned class area take roll, then turn in roll information to the Emergency Assembly Area Team Leader. Then report to your assigned emergency duties.

I.
PARENT REQUEST TEAM


Location: West PE Field Gate @ Bonita Street Near Bike Rack

Members:
Leader:

  Mr. Kindle

(Radio # 6)



Co-Leader
  Barbara Wells 



Documentation
  Josephine Scheel, Rosalina Gonzalez



Staff

  I. Ortiz, Easter Sanders, Dolores Rubalcava, (Leadership/TA’s)

I.
PARENT REUNION GATE TEAM

Location: West PE Field Gate @ Bonita Street Near Back Board.

Members:
Leader:

 Sheryl Crayton

 (Radio #  8)



Co-Leader
 Velta Riggs



Documentation
 Carolyn Horsley, Jacquelyn Aubrey



Staff

E. Santarina, Alice Gutierrez

Responsibilities:


Main Gate staff (or posted signs) directs parents/guardians to Request Gate.

Request Gate staff refers to Student Emergency Information Card for HR Teacher and Emergency Assembly Area location when given students’ name. 

Dispatches students messenger to Emergency Assembly Area to escort student to reunion Gate.

Reunite minor students with parent/guardian.  Confirms that minor students recognize authorized adults. Require adults signature, dates, and time of release

Keep records for reimbursement purposes.

Supplies and Equipment:

Personal emergency supplies, hand-held radios, Student Emergency Information cards, class roster computer printouts, record-keeping materials, etc., and notebook containing the following:

Emergency Assembly Area / PE Supervision Assignments

Faculty / Staff Roster                                          School Map

Emergency Assignment List                              Emergency Operation Plan 

Log forms

Note: Radios used at the Request/Reunion Gate must be used with earplugs. This is to avoid causing panic of parents overhearing emergency operations in progress inside of the school. 

Procedures:

1. Under the direction of the AP/counseling, the PARENT REQUEST GATE (located near the bike rack on Bonita street) will coordinate all parental requests for students, and release of students to appropriate parents or guardians.

2. PARENT REQUEST GATE supplies should include: Student program cards (CL23); Emergency releases form; EAA HR teacher assignments; construction paper; black markers; duct tape; paper and pencil; pocket knife; large plastic trash bag; bull horn, faculty/staff roster, school information map, emergency assignment list, and log forms.

a. Write destination of the student on the form.

b. Another person arrives at the school to pick up a student that has previously been picked up. Refer to log, give adult name, relationship as indicated by student and destination. 

c. Student is known to be injured or dead.  Take adult to pre-designated area for families of injured or dead to see Crisis Counselors.

3. Parental Request Students (Request Gate)

a. All parents or guardians seeking to pick up students will be directed to the request gate.  Signs and PA/bull horn announcements should be made in appropriate languages to parents providing them with information.

b. Student Emergency Release Cards will be used to verify that adult is authorized to pickup student.  An “X” will be placed next to the name of the authorized adult calling for the student.  (Adults not on emergency release cards will be informed that they are not authorized to pick up the student.) Authorized adults should be directed to Reunion Gate for pick up.

c. Using the emergency release card as reference, students program card will be consulted to locate the proper teacher.  Student runners will be given an emergency release form, which will be taken to the proper teacher in the assembly area.

4.       HR teachers supervising in the assembly area will call out the student’s name, using the emergency release card as reference.

a. If the student is present – The runner will take the emergency release form and escort the student to reunion gate staff, then pick up another emergency release form, repeating procedure as often as needed.

b. If the student is not present-the runner should be sent to the First Aid Center (FAC) to ascertain the student’s presence and/or status.

· If the student can be released, the runner will escort them to the Reunion gate staff, then get another emergency release form.

· If the student is not at the FAC and/or cannot be released, the runner will return to the REUNION where the emergency release form will be returned to Reunion personnel to permit notification of the parent. (If a student has been injured and cannot be moved, then the parent may be escorted to the FAC. If the student is UTL, parent will be asked to wait at the Reunion Gate until the student can be located.)

5. Parental pick up of students (reunion gate)
a. When the runner escorts a student to the reunion gate, school personnel will take the emergency release form and call out the name of the adult marked on the card with an “X”. The adult must present identification and sign the emergency release card before leaving with the student.

NOTE: No parents or guardians should be permitted to enter the campus unless directed to, and is escorted by a member of the PARENT REUNION GATE staff.
J. 
PSYCHOLOGICAL/ CRISIS COUNSELING 


Location:
Covered Lunch Pavilion (near the student store)


Members:
Leader:

Mary Ellen Zigrang 

Co-Leader:
Sheila Lamb

Documentation: Margaret Linares  

Team #1 Sheila Lamb, Gilbert Valles, R. James Members of IMPACT trained staff (as needed)

Responsibilities:

Mitigates emotional trauma

Establishes a “buddy” system for staff and students that will encourage positive interaction.

Send the names of the students being counseled to the First Aid Center.

Supplies and Equipment:
Emergency Operations Plan
Psychological First Aid Team Forms

School Information Map

Log Forms

K.
 HAZARDOUS MATERIALS ASSESSMENT TEAM

Members:
Leader:
Gayle Short, Chemical Safety Coordinator



Co- Leader:   




Documentation:
Gayle Short




Staff:
Additional staff as needed and available.

Responsibilities:

The Environmental Health and Safety Branch are available to assist the team leader in meeting the responsibilities outline.


Supplies and equipment:

Neutralizing agents, spill containment materials, hand-held radio, personal protective equipment, and a notebook containing the following:




Material Safety Data Sheets

School Information Map





Emergency Operations Plan

Log Forms

L
SCHOOL SAFETY COMMITTEE (as mandated by SCHOOL BOARD 198)

Members:
Chairperson:   Gayle Short, Chemical Safety Coordinator

Co-Leader:
Alan Singer, Disaster Services Coordinator

Members:
Dan Fluty, Dean 

J.Naick, Search & Rescue Coordinator

Susan Price, Command Center Coordinator

Sunny Armstrong, Emergency Operations Coordinator / Leadership Advisor

School Officer, LAUSD Police

David Bonneau, Emergency Operations Coordinator


Responsibilities:



Meets regularly as necessary throughout the school year to:




Develop safety and emergency policies.




Ensure that proper safety procedures are observed.




Coordinate needs of all site users.

Conduct a community hazard assessment within a one-half mile radius of the school.  For assistance, contact your local fire station. The identifiable hazards within a one-half mile radius are:

SHELL OIL is located approximately ½ mile from the school.  ARCO, TEXACO, UNION OIL, Watson Industrial Center, chemicals and liquid carbonic plants within two miles of the school.
Develop an evacuation plan to another school or large park.  It is advisable for the plan to include the evacuation site location and access routes.  Parents should know where they can be reunited with their children.  If possible, avoid bridge overpasses and underpasses on access routes.  The evacuation plan is:

Bonita Street Elementary School is located across the street.  Calas Park is located two blocks to the south of the campus.  Cal State University Dominguez Hills is located 1 mile to the north.  Carson Community Center is located across the street to the north.  Marked crosswalks are available at all corners to each of the optional evacuation sites.

Develop the School Information Map with the following information and locations: Student/staff assembly areas.  
Emergency student/staff evacuation routes.

Incident command center.

Search and rescue routes.  

Utility Shut- off  locations.             
Fire hoses and extinguisher.

First aid kits and emergency supplies    
First aid center. 

Temporary morgue.                       
Cafeteria or bathroom..

Hazardous materials storage areas.  
Emergency toilet facilities.

Note: All personal with radios should remember to turn the volume down if you are going near the parent reunion/request gate. This is to avoid causing panic of parents overhearing emergency operations being conducted inside of the school. 

M.
RADIOS

1. ALL RADIO TRAFFIC SHOULD BE LIMITED TO FACTS.

2. No radio traffic should last longer than 10-15 seconds.  Attendance office, Carolyn Horsley, and Sheila Montgomery brings all radios to Operation Center.
Note: All radio traffic should start with the school name. {Sample} Carnegie Operations Center, this is Carnegie Search and rescue #2. Wait for a reply then transmit your information.
3. Radios will be assigned as follows:
00
Danny Castro

Gives Radio
00
Operation Center

2
S. Armstrong

Keeps Radio
2
Operation Center

3
Perla Harlick

Gives Radio
3
S/R # 1

4
Bonneau

Keeps Radio
4
Incident Command Center

5
Ann Christensen
Keeps Radio
5
EAA (blacktop)
6
Mr. Kindle

Keeps Radio
6
Parent Request Gate

7
Pablo


Keeps Radio
7
North Gate Security

8
Sheryl Crayton

Keeps Radio 
8
Parent Reunion Gate

9
Riggs


Gives Radio
9
S/R # 2

10
Faikiki Simi

Keeps Radio
10
Main Gate Security (Team Leader)

11
Melissa Tuatalatasi
Keeps Radio
11
South Gate Security

12
Felipe Calvo

Keeps radio
12
Plant Manager/Resource Mgmt.

13
Attendance Office
Gives Radio
13
S/R # 3

14
Barbara. Wells

Gives Radio
14
S/R # 6

15
Dan. Fluty

Keeps Radio
15
EAA (blacktop)

16
Phil Ivie


Gives Radio
16
S/R # 4

17
Tolento Gonzal

Gives Radio
17
S/R # 5

18 Plant Manager Extra 
Gives Radio
18
Operation Center

19 Tommy Pickett

Gives Radio
19
Fire Suppression Team

20 Plant Manager Extra
Gives Radio
20
Operation Center

21 Miss. Taylor

Gives Radio
21
S/R #7

22 Roma Santa

Gives Radio
22
Operation Center 

23 Susan Price

Keeps Radio
23
Communications

24 Alfred Aylaya

Gives Radio
24
Operation Center
N.
KEYS: Mrs. Miranda (School Administrative Assistant) will prepare emergency key sets and deliver the sets to the Command Center. The Search and Rescue team leader / Co. Leader will take the key sets and distribute them at the Operation Center to the S/R /Fire teams.

O.
EMERGENCY TELEPHONE NUMBERS

Principal's Private Number: 


(310) 830-0110

District 8 Leader's Number: 


(310) 354-3400

On-site Pay Phone: 



(310) 514-8915

Local Hospital:




(310) 222-2345 (Harbor General)

Police: 
LAUSD 



(213) 625-6631

LA County Sheriff (Carson Office)

(310) 830-1123 or 911

Fire Dept:




(310) 638-6121 or 911

Power Company:



1-(800) 655 4555(Edison), Main Off. (626) 302-1212

Water Company:



(310) 834-2625

Gas Company:




I (800) 427-2200

Environmental Health & Safety Branch:

(213) 743-5086

Poison Control Center 



1 (800) 876-4766 or (323) 222-3212

Office of Emergency Services: Bob Spears
(213) 241-3889   LAUSD
List site users other than regular school:

City of Carson Emergency Services

(310) 952-1700 Ext. 1603

L. A. County Emergency Services 24 hr. 
1 (800) 675-4357

Youth Services:   Dina Graham, Coordinator 
Phone: (310) 830-1330 Ext.. 29
CODE PINK PROCEDURES

In an effort to prevent student-to-student confrontations at Carnegie Middle School, the following actions have been identified as important in eliminating any large student gatherings:

· Prompt opening of doors at the beginning of each class period to avoid student gatherings while waiting to go into a classroom.

· Continued supervision during the passing period by all out-of-classroom personnel and administrators to encourage students to get to class on time.


-
Continued supervision at classroom doors by teachers to encourage students to move along to their classes and to permit students to enter their classroom.

· Keeping students in class for the entire class period to avoid students wandering and disturbing other classes.

To inform staff members of student campus unrest, a CODE PINK will be called over the PA             system. This will alert all staff members to report to their emergency assigned areas to assist in quelling campus student unrest as soon as possible.

WHEN A CODE PINK IS CALLED…

           DO THE FOLLOWING:

1. During class time, keep all students in class. DO NOT DISMISS ANY STUDENTS until 

       directed to do so over the PA system.

2. During nutrition and lunch, please report to your LAST PERIOD and await the return of the your students. DO NOT DISMISS ANY STUDENTS until directed to do so over the PA system.

     3.    Emergency Teams and team members are activated to their assigned posts, duties, and class coverage.

      (See attached crisis intervention plan, pg. 17)

Suggestions for Preventing Campus Unrest  & Violence

4. Listen to students when they talk about problems

5. All campus gates are closed at 8:00am daily; remaining closed until school dismissal.

6. Talk to student (ring) leaders first.

7. Do not tolerate ethnic, sexual, or racial slurs/put downs of any kind at any time.

8. Inform staff of events that may be disruptive - rumor control bulletin.

9. Issue visitor passes to all parents and visitors.

10. Curtail student monitors out of class assignment, and limit amount of time they are out.

11. No early class dismissals (for any class, for any reason).

12. Classroom doors should be opened promptly at the beginning of class and during passing periods.

13. Send for help if situation becomes volatile.

14. Campus school police officer needs to be highly visible throughout the day.

15. Increase parent school involvement.

16. Multicultural conflict resolution programs and assemblies.

School Crisis Team Members

Principal………………………………………..
Susan Price
Assistant Principal .……………………….….
Mr. Kindle, Team Leader

Assistant Principal ……………………....……
David Bonneau

Assistant Principal (Media)…………………..
Sunny Armstrong

Counselor………………………………………
Barbara Wells

Assistant Principal, SSS…………………...…
Sheryl Crayton

Chemical Safety Coordinator/Teacher……..
Gayle Short

School Dean ………….………………………
Perla Harlick 

Title 1 Coordinator……………………………
Ann Christensen

Librarian / Media Teacher………………..…..
Paul Farbman

School Administrative Assistant …………….
Alex Miranda

Resource Team Members

Campus Resources………………………………… Felipe Calvo

Communication………………………………………
Phil Ivie

First Aid……………………………………………….
School Nurse

Dean…………………………………………………..
Dan Fluty

School Police……………………………………….. Assigned Patrol Officer 

Emergency Telephone Tree

District 8 Office…………………………
(310) 354-3400

LAUSD Media Relations………………
(213) 241-6766

LAUSD Crisis Team…………………..
(213) 241-2174    (-----Principal only to make this call.

LA County Sheriff-Carson……………..
(310) 830-1123

LAUSD School Police………………….
(213) 625-6631

Banning High School…………….……
(310) 549-7500

Carson High School…………………..
(310) 835-0181

Curtiss Middle School………………….
(310) 537-3551

Stephen White Middle School…………
(310) 328-7540

Wilmington Middle School……………..
(310) 518-1120

Bonita Street Elementary School……..
(310) 834-8588

Carson Street Elementary School…….
(310) 834-4508

Del Amo Elementary School………….
(310) 830-5351

Dolores Elementary School……………
(310) 834-2565

Dominguez Elementary School……….
(310) 835-7137

CRISIS TEAM - Duties (Expanded)

CONTROL CENTER

1. Notify District personnel-Cluster office, public information, school police, LA co Sheriff

2. Have emergency signal to notify staff.

3. Decide the method of communication to be used. Have a system of communicating to law enforcement officials while they are on campus.

4. Cover school crisis team

5. The principal is in charge until law enforcement personnel arrive at which time ICS [incident command system] takes over and law enforcement is then in charge of the incident until they can vacate the campus.

6. Work closely with the police to control the situation.

7. Determine evacuation plan if needed. Determine method of dismissal, site, etc.

8. Activate all crisis centers by meeting with each head of the crisis unit.

9. Determine which community agencies will be allowed on campus. Communicate wishes to staff at Main Entrance.

10. Schedule update meetings with crisis units every 1-½ hours if possible.

11.  Communicate to command center any unsafe areas or crime scene restrictions.

12. Respond to media requests through the aid of District Public Information Officer. Communicate updates to media.

13. Make phone calls using phone trees for staff and district assistance.

14. Have Plant Manager check for gas leaks or other unsafe areas on campus.

15. Confirm all facts and give accurate information for crisis units.

16. Make use of cell phones.

17. Confirms severe crisis cases or death with law enforcement. Coroner or law enforcement official should confirm to media. [See crisis handbook for specific details on injury and death notifications.]

18. Write all bulletins-parents, staff, media

19. Keep records of all agencies on site and what was told them.

COMMAND CENTER

1. Assign staff roles – Adapt crisis plan to allow for absentees or injuries.  Assign teachers on conference to duties.

2. Plan for the emergency coverage of classes.

3. Account for the whereabouts of all students.

4. Pass out badges to emergency personnel as needed and keep accurate records of all agencies involved at your site.

5. Keep staff informed of plans and progress.

6. Coordinate referral system for highly traumatized students.

7. Locate staff members’ and students’ families as needed.  Work with Parent Center on this task.

8. Post signs at all centers.

9. Assign a support staff person to run errands for each other.

10. Transportation plans are decided here.

11. Decide if any athletic or special event should be canceled.

12. Pass out bulletins from Control Center to be read in each class concerning incident unless given over the PA.

13. Staff tardy room.

14. Coordinate class activities during the trauma.

15. Do not discuss incident with anyone.  Respond to media requests through the Principal and District’s Media Relations Officer only.

16. Design activities to deal with aftermath.  Work with crisis team on this.

MEDIA ROOM
1. Prepare a set of written statements before the press arrives.  (State facts simply; avoid subjective or speculative statements; failure to answer some questions may lead to speculation on the part of the press or to false rumors.)

2. Only the Principal’s designee should address the media.

3. Set the limits for the media.  (No one can be forced to talk to the media.  Remember that parents may not want their children interviewed.)

4. Keep media in one location.  (You have the right to keep them off campus or from wandering around campus if it is disruptive to school activities.)

5. Be honest.

6. Provide updates as often as possible.

7. Network with the leaders of the Control Center, Command Center, and Crisis Center as needed.

8. Maintain rumor control.

9. Use media to direct parents.  (Information can be given for pick-up locations, community resources, or phone numbers for updates information recordings).

10. Do not notify media of severe crisis injury or death.  (This is to be done by the coroner or Sheriff department designee.)

11. Keep accurate records of all agencies involved at your site.

12. If you hold a parent meeting, invite representatives from all outside agencies.  (Sheriff, etc.)

MAIN GATE

1. Secure all gates and permit entry only to emergency vehicles.

2. Require ID for everyone entering.

3. Have radios for communications to Control Center.

4. Know where Command Center is located.  Direct everyone there first.

5. Keep accurate records of all agencies and personnel entering the campus.

6. Do not discuss incident with anyone.  Respond to media and other requests through Principal and District’s Public Information Officer only.

PLANT MANAGER

1. Lock down the boundaries.

2. Have keys available.  Color code keys to match maps for police and other personnel as needed.

3. Be available for emergency repairs and assistance.

4. Do not speak to anyone about incident.  ALL questions should be directed to the Police, Principal, or District Personnel.

POLICE ASSISTANCE CENTER

1. Assist LA. County Sheriff or School Police as needed for interviews.

2. Hold witnesses and victims for police interviews.  Do not let witnesses of victims talk to anyone until they have spoken to the police.

3. Assist with crowd control as needed.

4. Roam halls and campus to be ready to assist as needed.

FIRST AID CENTER
1. ALL injured personnel report here.

2. ALL injured students to be transported here when possible.

3. Refer traumatized students out of medical danger to crisis center.

4. Do not provide information to anyone concerning the incident.  Refer all questions to the Control Center.

5. Report all cases to be transported to Police or Principal.

CRISIS TEAM CENTER
1. Summons District Crisis Team if needed.

2. Debrief groups (no more than 15 in each debriefing group).

3. Disperse students to small group counseling in break out rooms or individual counseling locations as soon as possible.

4. Do all in take counseling here.

5. Have sign-in and sign-out sheets at each counseling location.

6. Grant media an interview only on request from the Principal or District Official. (When being interviewed by the media get accurate and updated information from the Principal or designee first.)

7. Staff a safe room for staff to go as needed.

8. Act as an outside referral source for students, parents, and staff. Provide a current list of community resources to use for referrals.

9. When counseling be empathetic to cultural differences in values and rituals.

10. Provide students with official passes when moving from one area to the next.

11. Always escort critical students to individual counseling sites.

12. Offer follow-up grief session or support groups on campus as needed.

13. Organize all debriefing sessions.

14. Keep accurate records of all agencies involved with counseling.

15. Make appropriate recommendations to the Principal for debriefing sessions, post-traumatic stress follow-up or planning meeting for following days.

16. Join with the Crisis Team to provide a staff debriefing meeting at the end of the first day and there on as needed.

17. The District Crisis Team can provide very valuable assistance so use them. Always remember that those who know the students well are also vital in a crisis situation.

TRIAGE: RISK SCREENING

1. Triage means “the sorting of and allocation of treatment to patients and battle or disaster victims according to a system of priorities designed to maximize the number of survivors” (Webster’s 9th New Collegiate Dictionary).

2. Screening and emotional risk to victims of crisis is required in order to provide immediate intervention to those most affected. A trained psychologist or mental health professional should direct triage.

3. The initial screening is based on the degree of exposure, as well as other risk factors, such as individual or family support systems, previous trauma or loss, familiarity with victims, and worries about home.

4. The following general principals apply to the triage:

a. All Directly exposed individuals (this includes students as well as staff) are best served by individual consultation.

b. Any individual whose response to the crisis is out of proportion to the degree of exposure must be evaluated for additional risk factors.

5. One can expect students who were involved in a shooting or car accident to manifest more severe responses, than those who witnessed the accident.  Similarly, the effect on a student of the suicide of a fellow student may depend upon the first student's familiarity with the victim.  Having experienced previous trauma or loss, especially in recent months, may make the motional directions of individuals more severe-even if they did not directly witness the incident.

PARENT CENTER

1. Put into place accountability system.

2. Have a plan for releasing of students to parents or other designees on emergency cards.

3. Have a plan for communicating to parents.  (Elicit help from the Sheriff department or district crisis team members.)

4. Pass out Parent Information Bulletin provided by the Principal or Control Center.

5. Set up voice main system with information to parents.  Communicate phone number for such system to Principal.

6. Do not discuss incident with anyone.  Do not discuss injuries or death to anyone.  Communicate only what is in the parent Bulletin.  Only the Principal or District Official have the responsibility to communicate such vital information.

STUDY HALL

1. Provide meaningful activity for all students who arrive to school after the incident has occurred.

COPY CENTER

1. Copies made here for bulletins, staff directives, lesson plans, updates, letters, meeting times, etc.

2. Do not share information with anyone.  Direct those with questions to Control Center.

ADDITIONAL TIPS AND NOTES

1.
Determine how many staff members have cellular phones at school?  Obtain their numbers and locations of the phone.

2.
Accountability-Bring the students in through a side door of the gym, take attendance, and then send students out to where their parents have gathered.

3. Use a neighboring school for a staging area.

4. Use the media to direct the parents to a specific location.

5. Record a review of your plan on cassette tape.  All key people should carry the tape and a tape recorder in their glove compartment in case they are away from school when the crisis happens.  They should listen to the tape as they are responding to the crisis.

6. Laminate a wallet-sized card with the names and phone numbers of key people, and carry it at all times.

7. Encourage the staff to call home to check on their families' safety.

8. Remind the staff to support one another.

9. Prepare identification badges ahead of time, and store them with the supplies.

10. Use your voice mail system or homework hotline to record updated information.  Direct parents and others to use it. 

11. Cultural sensitivity-Be aware and use community leaders for assistance.

Carnegie Middle School     Crisis intervention plan – logistics (Code Pink)

	Personnel in charge
	Assistant
	Crisis center location
	Duties and responsibility
	Location

	David Bonneau
	(Alex Miranda)
	Control Center
	Handle telephones

Write and publish all bulletins

Release information to Media Room

Hold regular update meetings for those heading each Crisis Center
	Main Office

	Mrs. Price
	(Alex Miranda)
	Command Center
	Control logistics for crisis needs

Dispatching area: Assignments made from here

Sign-in sheets available here for all off-campus personnel

Badges handled out there

Translators available here

Teachers on conference report here for assignment

Bus schedules changes

Questions answered by all staff here
	Main Office

	Sunny Armstrong
	
	Media Room


	All media located here
	Library

	P. Harlick
	K. Simi

	Main Gate

South Parking Gate

North Parking Gate
	Secure facility

Check all ID’s for personnel entering campus
	All Gates

	Felipe Calvo
	Custodial Staff
	Plant Manager
	Lock down the campus

Have keys available as needed
	Campus

	A. Singer
	Staff as needed
	Crime Scene
	Mark off an inner and outer circle

Protect crime scene and immediate surrounding area for evidence collection
	Campus

	David Bonneau
	
	Isolation Room
	Conference room for LASO and LAUSD School Police to conduct interviews

Police Officers
	Parent Center

Principal Conference Room

	Mr. D. Fluty
	Ms. Crayton
	Police Assistant Center
	Hold witnesses and victims for police interviews

Crowd control
	Deans Office

	School Nurse
	Carolyn Horsley
	First Aid Center
	All injuries escorted here when possible
	Health Office

	Mr. Kindle
	Ms. P. Harlick

Impact staff

(Josie Scheel)
	Crisis Team Room
	Counseling triage room

Large group debriefing (keep groups to 15 or less)

District and school crisis teams meet here

Staff debriefing done here for everyone at end of day, any day after as needed
	Counseling Office

	Mr. Kindle
	Josie Scheel
	Break-out Rooms
	Rooms available for small group counseling 
	Various Classrooms

	Miss. Riggs
	Ms. P Harlick Head Start Staff
	Counseling Office
	Individual counseling rooms for critical counseling cases requiring individual counseling
	Counseling Office

	Ms. Crayton
	Ms. Frost
	Parent Room & Reunion Site
	Memos and updates given to parents here

Emergency cards held here

Class schedules available here

Release of students to parents here
	Attendance Office

	Ann Christensen
	Pat Dekruif
	Study Hall
	Escort all students who arrive to school after crisis to this location
	Room 39

	Ms. Miranda
	Sheila Montgomery
	Copy Center
	Copies are made for lesson plans, letters, bulletins, staff directives, updates, rumor control, etc.
	Main Office, Library, or Attendance Office
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