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TITLE:  Emergency Exercise - Fall 2008  
 
NUMBER:  REF-1300.5 
  
ISSUER:  Yi Hwa Kim, Interim Director 
   Office of Environmental Health and Safety 
    
DATE:  September 23, 2008 
 
PURPOSE: The purpose of this Reference Guide is to provide information about the Fall 2008 

Emergency Exercise to be conducted at every school and office on Thursday, 
November 13, 2008.  The exercise will include a special emergency scenario, and is 
intended to familiarize school staff with the following: 

 
1. Use of the Standardized Emergency Management System (SEMS) found in the 

OEHS Safe School Plan, Vol. 2. – Emergency Procedures. 
2. The responsibilities of the various school teams listed in the plan. 
3. The appropriate response by the teachers, students, and staff to the challenges of 

this particular emergency scenario. 
4. The school’s ability to respond effectively to special needs populations during 

this type of emergency or threat.  
 
MAJOR This Reference Guide replaces REF-1300.4 on the same subject, dated August 14, 
CHANGES:   2008. The information regarding drill documentation has been updated to reflect 
 the new web address for the automated drill reporting system.   
   

In the past, the Fall Emergency Exercise has been used to review Lockdown and 
 Shelter-in Place procedures. This year, the LAUSD Fall Exercise will be held in 
 conjunction with a statewide emergency drill. Schools will participate in The
 Southern California ShakeOut that will simulate a magnitude 7.8 earthquake on the 
 San Andreas Fault. This year’s exercise will be an abbreviated version of the 
annual Spring Earthquake Drill. The Spring Earthquake Drill will be conducted in 
its entirety, as usual. This drill will also test the District’s new on-line drill 
evaluation web portal; schools will no longer have to send in written evaluations. 

 
INSTRUCTIONS: Prior to the Fall 2008 Emergency Exercise, it is strongly suggested that site 

administrators complete the following activities: 
 

A. Pre-Exercise Activities 
 

Review the school’s emergency plan with key staff to familiarize them with the 
school’s emergency plan and individual staff responsibilities.  Administrators   
may reference Safe School Plan (SSP), Volume 2 - Emergency Procedures for 

ROUTING 
Local District Superintendents 
Local District School Support    

Directors   
Local District Operations 

Coordinators 
Principals 
Non-School Site Administrators 
 



 
LOS ANGELES UNIFIED SCHOOL DISTRICT                                      
REFERENCE GUIDE 

 
 

REF-1300.5                                                      Page 2 of 4                                              September 23, 2008 
Office of Environmental Health and Safety                                       

staff assignments, responsibilities, and procedures.  Be sure to review the 
following sections of the SSP, Volume 2 - Emergency Procedures: 

 
 

SAFE SCHOOL PLAN, VOLUME 2 – EMERGENCY PROCEDURES  
SECTION SUBJECT PAGES 

2.0 Standardized Emergency Management  2-1  to 2-3 
2.0 School Site Emergency Management Organization 

Chart (Please make a copy and include it with 
the bulletin to distribute to staff.) 

2-4 

2.2 Incident Command Teams/Roles and                        
Responsibilities            

2-4  to 2-29 

4.0 Immediate Response Actions                           4-1  to 4-4 
5.8 Earthquake     5-16 to 5-18 
5.13 Loss or Failure of Utilities                                5-27 to 5-31 
6.7.3 Drill 3:  Earthquake                                          6-12 

 
 

1. Review with all staff the school’s emergency procedures. 
2. Staff should be reminded that, during a disaster, all school employees 

may be designated “Disaster Service Workers,” pursuant to Government 
Code Section 3100; and as such, will need to remain at school until 
released by the principal.  All District employees are strongly 
encouraged to have a complete home preparedness plan in place so that 
they will know that their family is provided for in their absence during 
an emergency. 

3. Notify parents of the drill and encourage them to observe and/or 
participate. Parents need to know and see that their students are safe      
at school. One key element of this scenario will be the instructions given 
to parents. Where are they to go? How will they be notified? Sample 
letters are attached (Attachment A) or they can be downloaded from the         
Office of Environmental Health and Safety - Emergency Services web 
site: http://www.lausd-oehs.org/emergencyservicesadministratorscorner.asp  

4. Ensure that student emergency cards are current and complete. Remind 
parents regularly of the importance and need to notify the school 
anytime their contact or residence information changes. 

5. Remind students to discuss with their parents specific family plans in the 
event of the emergency.   

6. Inspect and inventory all emergency supplies and equipment. Evaluate 
both classroom supplies and the supplies in the emergency bin.     
Replace or add any items as necessary. See REF-801.1, Emergency 
Water Storage, dated June 10, 2008 and REF-802, School Site 
Emergency/Disaster Supplies, dated February 5, 2004.   

7. Check the contents of the School Emergency Response Box to make 
sure it contains accurate lists and information for responding to an 
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emergency. See REF-3284, School Emergency Response Boxes, dated 
September 19, 2006.    

8. Insure that the Principal’s contact information is correct in the 
Superintendent’s Emergency Notification System. (See REF-2611.1) 

 
B. Emergency Drill Scenario – November 13, 2008 – 10 A.M. 

 
At 10 A.M. on Thursday, November 13, 2008, a 7.8 earthquake on the San 
Andreas Fault rocks Southern California. The shaking takes out all utilities, 
power and communications systems; however, school radios will continue to 
work.                                                                                                               
 
School site administrators will announce the drill on the school’s PA system. 
Schools will do the following: 
 
1. All students and staff will “Drop, Cover and Hold.” 
2. After 45 seconds, (when the shaking stops) everyone will exit the 

buildings and proceed to the Assembly Area. 
3. The school will set up the SEMS emergency response teams. 
4. The Incident Commander will account for all students and staff, especially 

students with disabilities.  
5. Have team members report to their assembly locations as identified in the 

SSP, Volume 2 - Emergency Procedures.  Note:  For this exercise, they do 
not need to distribute their tools or supplies. 

6. Once all students and staff have followed “Drop, Cover and Hold,” 
evacuated the building, been accounted for and the SEMS teams have 
formed up, the drill is completed. 

 
C. District-Wide Communications Test  

 
At 11 A.M. per REF-1650.3, Inter-Campus/District-Wide Safety Communi-
cations Test, dated February 12, 2008, conduct a communications test of the: 

• School radio system. 
• Back-up phone system (using the fax line). 
• Superintendent’s Emergency Notification System. 

     
D. Post Exercise Evaluation 

 
Following the drill, members of the Emergency Response Team can conduct an 
after-action review of the exercise.  Please fill in the attached Emergency Drill 
Data Worksheet for the exercise (See Attachment B) and then log on to 
http://emergencydrills.lausd.net from any computer inside the District’s firewall 
and use the new emergency drill report web portal to enter the data. Schools do 
not have to send in a written evaluation. Schools will automatically receive a 
certificate that they can use to show that they conducted an evacuation drill on 
that day. 
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RELATED Safe School Plan, Volume 2 – Emergency Procedures. 
RESOURCES:   
  For a complete description of the Great Southern California ShakeOut as well as 

links to many support agencies please visit:   www.ShakeOut.org 
 
For a searchable repository of all District communications, please visit the 
Emergency Services web site:  http://www.lausd-oehs.org/emergencyservices.asp    
  
American Red Cross web site:  http://www.redcross.org/disasterservices   
 

 
ASSISTANCE:  For assistance or further information, please contact Bob Spears, Assistant Director 

of Emergency Services at (213) 241-3889 or at bob.spears@lausd.net.  
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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 all students and staff to participate in a District-wide emergency preparedness drill on _____________________________, 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.  You are encouraged to participate in this drill.  


Prior to the drill, please discuss with your child your family’s home preparedness plan.  Several 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 website:  http://www.redcross.org or by calling the Los Angeles Chapter at (213) 739-5200.  Your telephone directory also has valuable information on first aid, CPR and home preparedness.


If you have any questions or need further information, please do not hesitate to call our school office at _____________________________. 

(School Phone Number)


Sincerely,


Principal
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SAMPLE LETTER TO PARENTS 


(School Letterhead)

(Date)


Estimados padres de familia o tutores:


La seguridad y el bienestar de nuestros estudiantes y del personal son nuestras prioridades fundamentales. A fin de que las escuelas tengan oportunidad de practicar los procedimientos a seguir en caso de una emergencia, el superintendente de escuelas le ha solicitado a todo el personal y los estudiantes que lleven a cabo un ejercicio de simulacro de preparación para emergencias que abarcará a todo el Distrito y se realizará el _____________________ de ________________, a las _________________.  En ese día, el horario de salida de clases será el habitual.


El objetivo de este ejercicio de entrenamiento es mejorar nuestra capacidad para proteger a los estudiantes, salvar vidas, y limitar las lesiones que se pudieran producir.  Como parte del mismo, los estudiantes y el personal participarán en la activación de nuestro Plan de Seguridad Escolar.  Se insta a todos a tomar parte en el simulacro.


Solicitamos a los padres de estudiantes que antes de la fecha de realización del simulacro, conversen con sus hijos acerca del plan de preparación 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 español visitando el portal de Internet en: http://www.redcross.org, o llamando a la sección de Los Ángeles al (213) 739-5200. En la guía telefónica también se puede encontrar valiosa información sobre primeros auxilios, CPR (Resurrección Cardiopulmonar), y preparación del hogar.


Si tiene alguna otra pregunta o necesita más información, por favor no dude en llamar a la oficina escolar por el  _______________________________.


                                    (School Telephone Number)


Atentamente,


Director(a)
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Emergency Drill Data Worksheet


Use this form to record your drill information; then go to http://emergencydrills.lausd.net (please note that you must be on the LAUSD network for this address to work); enter the data and receive your certificate.

(Choose one)

 FORMCHECKBOX 
  Fire





 FORMCHECKBOX 
  Drop/Cover/Hold or "Drop"


 FORMCHECKBOX 
  Earthquake drill with evacuation


 FORMCHECKBOX 
  Campus Protection or "Lockdown"


 FORMCHECKBOX 
  Shelter in Place










                                                Date: ___/___/______


		Name:

		     

		

		Position:

		     

		



		

		

		

		

		

		



		E-Mail:

		     

		

		Location Code:

		     

		





1. What type of Alert system did you use to Alert students/staff of the drill?


 FORMCHECKBOX 
  Fire Alarm/Bell
       FORMCHECKBOX 
  Voice through Intercom/PA
        FORMCHECKBOX 
  Bull Horn
   FORMCHECKBOX 
  Whistle


(Omit #2 for Drop/Cover/Hold or "Drop")

2. Time Drill Started:       (am / pm)
Time Drill Completed:       (am / pm)


3. Total number of Staff involved in the drill activity?      

4. Total number of Students involved in the drill activity?      

5. Did any special needs students participate in the drill? If yes, about how many?     

6. Did you encounter any challenges with the special needs children? (Y/N)      

7. If yes, Please describe challenges: _____________________________________________________________ 


____________________________________________________________________________________________


____________________________________________________________________________________________


(Omit#8 for Drop/Cover/Hold” or “Shelter-in-Place”, "Drop" & "Lockdown")

8. How long did it take to evacuate all buildings?       (minutes)


(Time from START of drill to the time when last staff or student arrived at the staging area.)


(Omit #9 for Drop/Cover/Hold or "Drop")

9. Did you establish an Incident Command Post? (Y/N)      

10. Did staff bring the School Emergency Response Box to the assembly area?(Y/N)    

11. Did you use the District's Safe School Plan, Volume 2 - Emergency Procedures during:

(Check all that apply)


  FORMCHECKBOX 
 Yes, during the planning of the drill.

 FORMCHECKBOX 
 Yes, during the execution of drill.

  FORMCHECKBOX 
 Yes, after the drill.



 FORMCHECKBOX 
 No, we did not use the Safe School Plan.

(Omit#12, 13&14 for Drop/Cover/Hold or "Drop")

12. Did you use any supplies during the drill? (Check all that apply)


 FORMCHECKBOX 
 Yes, our staff took supplies out their storing area.

 FORMCHECKBOX 
 Yes, our staff used the supplies during the drill.

 FORMCHECKBOX 
 No, we did not use emergency supplies.

13. Were parents notified either before or after the drill? (Y/N)      

14. How were parents notified? (method)      

15. Did any parents participate in drill? If yes, about how many?      

16. What did parents do? _________________________________________________________________________


17. Did you encounter any behavioral problems (non-participation, student/staff distractions, etc.) during the drill?   If yes, please briefly describe any problems. 

__________________________________________________________________________________

__________________________________________________________________________________

18. Did you encounter problems with any of the following?


(Omit# “d, e, & f” for Drop/Cover/Hold or "Drop")


(Omit # “f” for Campus Protection or "Lockdown")

		

		Yes

		No

		Briefly describe these problems:



		a. Alert System

		   

		   

		     



		b. Students

		   

		   

		     



		c. Staff

		   

		   

		     



		d. Parents

		   

		   

		     



		e. Supplies

		   

		   

		     



		f. Evacuation Route

		   

		   

		     





19. Using a grading scale from A through F, please grade the following: 


(Omit “a, b, & c” for Drop/Cover/Hold or "Drop")


(Omit “a” for Campus Protection or "Lockdown")

		

		A

		B

		C

		D

		F



		a. Student Behavior during Evacuation Procedure

		 

		 

		 

		 

		 



		b. Student Accounting

		 

		 

		 

		 

		 



		c. Staff Accounting

		 

		 

		 

		 

		 



		d. Performance of alert system

		 

		 

		 

		 

		 



		e. Performance of members of the school safety team

		 

		 

		 

		 

		 



		f. Overall Student Performance

		 

		 

		 

		 

		 



		g. Overall Staff Performance

		 

		 

		 

		 

		 





20. Did you debrief after the drill? (Y/N)      

21. What were the three top lessons learned?



1. _________________________________​​​​​​​​​​​​​​​​​​______________________________________________________



2. _______________________________________________________________________________________



3. _______________________________________________________________________________________


22.  How can this drill be improved in the future? _________________________________________________________________________________________


_________________________________________________________________________________________

For questions on how to use this form see REF-1314.1 or call Emergency Services at (213) 241-3889.  This form may also be downloaded at www.lausd-oehs.org/emergencyservices.asp    
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