INTER-OFFICE CORRESPONDENCE

Los Angeles Unified School District


	TO:
	Your Target Audience
	DATE: 
	Date

	

	FROM:
	Your Name

	

	SUBJECT:
	SHAKE 2004 RESPONSIBILITIES


As you know, on insert date, insert school name will participate in the district-wide earthquake drill, “Shake, insert year.”
Your school’s participation in the drill will begin during period insert number at approximately 11:45 a.m. and end at 12:30 p.m. when the students will be dismissed.  The entire time of the drill will be needed for your school staff and students to simulate the basic activities necessary following an earthquake.

For all classroom teachers, the following is a sequence of events and list of responsibilities that must be followed during the drill:

At 11:45 a.m., there will be one long ring of the school’s bells to announce the beginning of the drill.  At this time all classes will respond to the simulated earthquake by doing the following:

· Assume the “drop drill” position.

· Avoid being near possible hazards during the shaking such as windows, light fixtures, cabinets, carts, shelves, chemicals, etc.

· Do not move and do not try to exit the building during the earthquake.  Wait for the shaking to stop (number seconds for this drill.)

When the shaking stops, there will be a series of short bells to signal an end of the earthquake activity.  At this point, do the following:

· Assess the physical welfare of your students.  Are there injuries?  Are the injured students ambulatory?  Are there any hazards in your room that should be addressed (gas leaks, chemical spills, etc.)?

· Organize your class for evacuation.  If possible, have the uninjured students assist the injured students to the First Aid Area.  Remind your class to stay on the prescribed route to the field and stay together and be quiet.  Be sure to remind them where they will line up in the park.
· TAKE YOUR ROLL BOOK WITH YOU.  You will need your roll book to take roll on the field.  You will be asked to list all students who were in your class at the beginning of the period but who can not be accounted for on the field.

· Check your neighboring teachers to make sure that they are okay and that they will be able to make it to the Emergency Assembly Area.

Once you are on the field, have your students line up two abreast at your prescribed location.  TAKE ROLL.  You will need to report the names of missing students.  STAY WITH YOUR STUDENTS, and keep your students with you.  They may sit if they wish, but they must not wander.

If you are a teacher assigned to a special team, you must take your students to the field, take roll and then turn them over to a neighboring “buddy” teacher before you leave for your special assignment.

If you are a teacher without a class when the emergency strikes, report to the Emergency Operation Center where you will be given an assignment.

Preparation will be the greatest assistance in the event of an emergency.  Please prepare yourself and your students for such an event by doing the following:

· Review the published bulletins and directions for emergencies.

· Review with your class (especially your period 4 class) the directions that your class will need to take to evacuate your classroom and line up at the correct location on the field.

· Impress upon your students the need for self-control and cooperation during emergencies.  If the Bravo students, faculty and staff respond to the emergency in an organized manner and give each other assistance and cooperation, then everyone’s safety will be enhanced.

Teachers are encouraged to wear comfortable shoes and clothes for this drill.  Hats and sunglasses are encouraged.

If you have any questions about the procedures in the memorandum, please feel free to see me.

Attachments

EMERGENCY DRILL INFORMATION
As a matter of safety, all teachers must be familiar with and observe the following drill procedures.  It is also the responsibility of all teachers to make sure that the students entrusted into their care are also familiar with and observe the following emergency procedures.
Please keep in mind that school buildings are built to higher standards and are inspected regularly; in the event of a fire you should have time to exit the building in a safe and orderly manner.

Each classroom should have posted the LAUSD card (Form 34-EHJ-3) explaining all drill and emergency procedures.  If there is no card in your classroom, or if the card is damaged, please notify me at once for a replacement.

If you have any questions about the information or instructions in this bulletin, please see me.

I. Fire Drill

A. The school signal for a fire drill is the ringing of an intermittent bell.

B. Teachers are to observe the following guidelines:

1. All windows are to be closed.

2. All lights are to be turned off.

3. All doors are to be closed and locked after the class exits.

4. All power equipment is to be turned off.

5. All teachers will take their roll books with them during the drill.

6. Do NOT attempt to use the elevator.  Please exit on the stairways.

7. All teachers will accompany their class to the designated safety area (see attached maps), take roll, remain with the class through the drill, and accompany the class back to the classroom at the end of the drill.

8. Teachers are to try to keep students at least 25 feet away from buildings until they reach the safety area.

9. If you think that someone is unable to exit the building, please tell an administrator; do NOT attempt to return to the building to find someone.

C. Teachers are to inform students of these additional guidelines:

1. If a student is in the halls when a fire drill begins, he/she is to exit the building with the nearest class.

2. If an assembly is taking place during a fire drill, students and teachers are to exit to their normal safety areas by the nearest exit.

D. A fire drill will be terminated by the ringing of a single long bell.
II. Earthquake/Emergency Drop

“Duck, Cover and Hold”

A. There is no warning signal given to indicate the occurrence of an earthquake.  This drill shall be conducted by the individual teacher.  The command is “Drop.”

B. Procedures within the classroom shall be as follows:

1. Get under some equipment, desk, table, etc. where available.  This should be away, if possible, from windows or objects which may fall.

2. Drop to the knees with back to windows and knees together.

3. Hold onto the legs of the table or desk so that the shaking will not tip the over the desk or move it so that you are uncovered.
4. Face is to be buried in arms, protecting the head.  Eyes are to be closed tightly.

5. Students are to remain in the drop position until the quake is over or until instructed to leave.  The instructions will depend upon the circumstances and the extent of damage to the buildings.

C. If outside the school building during an earthquake, get clear of all buildings and remain there until further instructions are given.
D. If instructed to evacuate the building, follow the same procedure as in a fire drill, and accompany classes to the designated safety area (see attached maps).

GENERAL SAFETY AND EMERGENCY PROCEDURES
LIFE SAFETY SYSTEM

The building is equipped with a life safety system which consists of smoke detectors, manual pull stations and fire sprinklers.  All these elements are designed to set off alarms as well as do the following:
1. Transmit a signal to the central alarm station in the Main Office.

2. Return all elevators to the ground floor where they are locked off for use by the Fire Department Only.

3. Activate sprinklers.

4. Shut down the air system to prevent the spread of smoke.

5. Close the “accordion” doors of the large office areas.

The life safety system has a display panel in the Main Office that will indicate the location of the emergency and will notify the Fire Department.

BOMB THREAT

In the unlikely event that you receive a bomb threat:

1. Listen carefully and write down as much information as possible, especially information about where the bomb is located and when it is set to go off.

2. Immediately notify the Main Office with the information.

In the even more unlikely even that you discover or suspect a device to be a bomb:

1. DO NOT TOUCH OR DISTURB IT IN ANY WAY.

2. Clear yourself and others from the area.

3. Notify the Main Office.

FIRE

At the first sign of a fire in your room or area:

1. Notify the Main Office so that they can call 9-1-1.  Tell them the exact location of the fire and what is burning.

2. Evacuate the area and warn others.

3. Follow the procedures outlined in the “Fire Drill” area of the drill procedures.

If you suspect that the fire is outside of your room or area:

1. Feel the door.  If it is hot, DO NOT OPEN IT.

2. Notify the Main Office so they can call 9-1-1.

3. If the door is not hot, open it cautiously – stand behind the door and be prepared to close it quickly.

In any even, do not try to put out a fire that appears out of control.  Stay calm and exit the building safely.

INJURY AND ILLNESS

1. Do not attempt to move the person.

2. Call the Main Office and request that the Nurse be sent.
EMERGENCY EVACUATION ROUTES
The following stairways are the primary exits for the classrooms listed.  In the event of an emergency, please use the primary exit route.  If it is blocked, use the next closest route.  Please assist your students to remain calm and quiet during evacuation.

List Stairway Exits and Room Numbers that are using that Exit.
EMERGENCY PHONE NUMBERS
All classrooms can reach the Main Office by pressing “number”.


Fire Department

911

Police Department 
911          EMERGENCIES ONLY

Paramedics

911

Your School Building Staff


Administration

Enter Phone number

Plant Manager


Enter Phone number

Safety Officer (LAUSD)
Enter Phone number

School Police


Enter Phone number

Enter more numbers pertinent to your school with regards to emergency and safety.
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