EMERGENCY ACTION SHELTER IN PLACE

SHELTER IN PLACE is a short-term measure implemented when there is a need to isolate
students and staff from the outdoor environment to prevent exposure to airborne contaminants.
The procedures include closing and sealing doors, windows and vents; shutting down the
classroom/building heating, ventilation and air conditioning systems to prevent exposure to the
outside air; and turning off pilot lights.

SHELTER IN PLACE allows for the free movement of staff and students within the building,
although one should not leave the room until further instructions are received. Those in
bungalows and buildings with exterior passageways must remain in the classroom while
SHELTER IN PLACE is instituted. It is appropriate for, but not limited to, gas leaks, external
chemical release, dirty bombs and hazardous material spills.

ANNOUNCEMENT:
1. Make an announcement in person directly or over the public address system:

Example: "Attention please. We have a hazard in the community and are
instituting SHELTER IN PLACE procedures. Students and staff should
remain inside with windows and doors securely closed and air
conditioning units turned off. Those who are outside should
immediately move to the protection of an inside room. Do not go
outdoors until you receive further instructions.” :

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

o Make an announcement on the public address system. Give clear instructions,
remain calm and convey reassurance that the situation is under control.

0 When clearance is received from appropriate agencies, give the ALL CLEAR
instruction to indicate that the normal school routine can resume.

a Make arrangements for central HYAC shutdown, as necessary.

TEACHER and STAFF ACTIONS:
0 Immediately clear students from the halls. Stay away from all doors and windows.
a Keep all students in the classroom until further instructions are received. Assist
those needing special assistance.

0 Secure individual classrooms: a) close and lock doors and windows; b) shut down
the classroom HVAC system; c) turn off local fans in the area; d) seal gaps under
doors and windows with wet towels or duct tape; e) seal vents with aluminum foil or
plastic wrap; and f) turn off sources of ignition, such as pilot lights.

o Take attendance and call report in to school secretary. Wait for further instructions.

STUDENT ACTIONS:

o Proceed to the classroom, if it is safe to do so. If not, follow teacher or staff directions to
nearby classrooms or other rooms (e.g., chapel, library, multi-purpose room). If these
are unsafe, follow instructions to proceed to an alternative indoor location.
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o Engage in immediate offensive action for protection of life if all defensive actions
have been exhausted. Offensive action would include, but is not limited to, throwing
chairs, books or other objects, and shooting fire extinguisher at intruder’/s.

STUDENT ACTIONS:

a Move quickly and quietly to the closest safe classroom.

If rooms are locked, immediately hide in the closest safe zone: bathroom, janitorial
closet, office area, and library. Lock the door or move furniture or trash can to bar
access to the room. Remain quiet and in place until further instructions are provided by

the principal or police.

a
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EMERGENCY ACTION LOCKDOWN

LOCKDOWN is initiated to isolate students and school staff from danger when there is a crisis
inside the building and movement within the school might put students and staff in jeopardy.
LOCKDOWN is used to prevent intruders from entering occupied areas of the building. The
concept of LOCKDOWN is no one in, no one out. All exterior doors are locked, and students
and staff must remain in the classrooms or designated locations at all times. Teachers and other
school staff are responsible for accounting for students and ensuring that no one leaves the safe
area. LOCKDOWN is not normally preceded with an announcement. This ACTION is
considered appropriate for, but is not limited to, the following types of emergencies:

o Gunfire e Rabid animal at large o Extreme violence outside the classroom

LOCKDOWN diffefs from SHELTER-IN-PLACE because it does not involve shutting down
the HVAC systems and does not allow for the free movement within the building.

ANNOUNCEMENT:
1. Make an announcement in person directly or over the public address system:

Example: "Attention please. We have an emergency situation and must
implement LOCKDOWN procedures. The code word for stealth
lockdown would be “Hockey Practice has been canceled today”.
Students go immediately to the nearest classroom. Teachers lock
classroom doors (classroom doors are to be kept locked at all
times) and keep all students inside the classroom until further
notice. Do not open the door until notified by an administrator or

law enforcement.” :

PRINCIPALI/SITE ADMINISTRATOR ACTIONS:

o Make the announcement. Instruct teachers and staff to immediately lock doors and
remain in the classroom behind furniture or secured area until further instructions are

provided.
Call 911. Provide location, status of campus, all available details of situation.

o When clearance is received from appropriate agencies, give the ALL IS RIGHT
instruction to indicate that it is safe to unlock the doors and return to the normal class

routine.
o Send home with students a brief written description of the emérgency, how it was
handled and, if appropriate, what steps are being taken in its aftermath.
STAFF ACTIONS:

o If it is safe to clear the hallways, bathrooms and open areas, direct students to the
closest safe classroom.

Immediately lock doors and instruct students to lie down on the floor.
o Close any shades and/or blinds/cover door window and barricade door if it appears
safe to do so. ‘ :

o Remain quiet and calm in the classroom or secured area until further instructions are
provided by the principal or law enforcement.
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o Remain in the Assembly Area until further instructions are given.

a Wait for another ACTION or the ALL IS RIGHT instruction to return to school
buildings and normal class routine.

HOW TO ASSIST THOSE WITH DISABILITIES DURING AN EVACUATION

The needs and preferences of non-ambulatory individuals will vary. Those at ground floor
locations may be able to exit without help. Others may have minimal ability to move, and
lifting may be dangerous. Some non-ambulatory people also have respiratory
complications. Remove them from smoke and vapors immediately

To alert visually-impaired individuals
o Announce the type of emergency.
o Offer your arm for guidance.
o Tell person where you are going, obstacles you encounter.
o When you reach safety, ask if further help is needed.

To alert individuals with hearing limitations
a Turn lights on/off to gain person’s attention -OR-
a Indicate directions with gestures —OR-
o Write a note with evacuation directions.

To evacuate individuals using crutches, canes or walkers
o Evacuate these individuals as injured persons.
o Assist and accompany to evacuation site, if possible -OR-
o Use a sturdy chair (or one with wheels) to move person -OR-
o Help carry individual to safety.

To evacuate individuals using wheelchairs
o Give priority assistance to wheelchair users with electrical respirators
o Most wheelchairs are too heavy to take downstairs; consult with the person to
determine the best carry options. .
o Reunite person with the wheelchair as soon as it is safe to do so.
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EMERGENCY ACTION EVACUATION

EVACUATION is implemented when conditions make it unsafe to remain in the building.
This ACTION provides for the orderly movement of students and staff along prescribed
routes from inside school buildings to a designated outside area of safety. EVACUATION is
considered appropriate for, but is not limited to, the following types of emergencies: -

o Fire o Explosion or threat of explosion
°  Bomb threat ° Post earthquake
»  Chemical accident ‘

See next page for how to assist those with disabilities during an evacuation.
See also: OFF-SITE EVACUATION, which is implemented when it is not safe to remain on
the school campus and REVERSE EVACUATION, when it is unsafe fo remain outside.

ANNOUNCEMENT:
1. Fire alarm (bell or horn signal).
2. Provided time is available, make an announcement over the public address system:

Example: "Attention please. We need to institute an EVACUATION of all
buildings. Teachers are to take their students to their
designated Assembly Area (N.E. Parking lot). Students please
remain with your teacher.” : '

3. Implement Special Needs Evacuation Plan (see Section Il — Preparedness).

4. Use messengers with oral or written word to deliver additional instructions to
teachers in hold areas. :

PRINCIPAL/SITE ADMINISTRATOR:

o The Assembly Area (north side of the parking lot) should be a safe location on the
school campus away from the building and emergency response equipment that may
arrive at the school. [f unsafe for the current emergency, designate an alternate
Assembly Area.

o When clearance to return to the buildings is determined or received from appropriate
agencies, announce ALL IS RIGHT to return to classrooms and resume school
activities.

o Send home with students for their parents/guardians a brief written description of the
emergency, how it was handled and, if appropriate, what steps are being taken in its
aftermath.

STAFF ACTIONS:

o Instruct students to leave the building in an orderly manner using the designated
evacuation routes and reassemble in the assigned Assembly Area.

o Take the emergency backpack/bucket and student roster when leaving the building
and take attendance when the class is reassembled in a safe location. Report
attendance to the Incident Commander/designee.
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- EMERGENCY ACTION DUCK, COVER AND HOLD ON

'DUCK, COVER AND HOLD ON is the action taken during an earthquake to protect students
and staff from flying and falling debris. It is appropriate action for: o

<. Earthquake
o Explosion

ANNOUNCEMENT:

The following announcement will be made over the public address system and by
teachers in classrooms: :

Example: “Attention please. We are experiencing seismic activity. For
your protection, follow DUCK, COVER AND HOLD ON
procedures. Get under a table or desk, away from windows
and anything that could fall and hurt you. Hold that position
until the shaking stops or until you receive further
instructions.”

STAFF AND STUDENT ACTIONS:
» Inside

o Arrange desks so that they do not face windows.
o Instruct students to move away from windows.

] lmmedi'ately drop to the floor under desks, chairs or tables. With back to windows,
place head between knees, hold on to a table leg with one hand and cover the back
of the neck with the other arm.

o Remain in place until shaking stops or for at least 20 seconds. When quake is over,
leave building. Do not run. Avoid routes with architectural overhangs. Do not re-
enter building until declared safe by competent authority.

Outside
a Instruct students to move away from buildings, trees, overhanging wires and DUCK,
COVER and HOLD ON.

o Upon the command DUCK, COVER AND HOLD ON, immediately move away from
objects which might topple over, drop to the ground or get under a table close by,
place head between knees, and cover back of neck with arms and hands.

% a Remain in place until shaking stops or for at least:20 seconds.
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EMERGENCY ACTION ALL IS RIGHT

All is RIGHT is used to conclude other immediate actions taken upon an emergency to
notify staff and students that normal school operations can resume. ALL IS RIGHT
signifies that the emergency is over. This is the final ACTION used to conclude the

following actions:
= DUCK, COVER and HOLD ON

L]

SHELTER IN PLACE

= EVACUATION and REVERSE EVACUATION ° STANDBY
= LOCKDOWN ° TAKE COVER
ANNOUNCEMENT:
1. Make the following announcement in person directly or over the public address
system:

Example: “Your attention please. (Pause) ALL IS RIGHT. (Pause)
ALL IS RIGHT. (Pause) ALLIS RIGHT. (Pause). Itis now
OK to resume normal school activities. Thank you all for
your cooperation.”

2. Use messengers with oral or written word as an alternate means of staff notification.

3. Use Parent Telephone Notification System, if appropriate.

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

a Determine that the emergency is over and it is safe to resume classes. It may
be necessary to talk to first responders to make this determination.

Make the ALL IS RIGHT announcement.

Send home with students for their parents/guardians a brief written description of the
emergency, how it was handled and, if appropriate, what steps are being taken in its
aftermath.

STAFF ACTIONS:

a  As soon as the ALL IS RIGHT announcement has been made, return.to the
classroom or to desks and chairs, unlock doors and windows, and :
immediately begin discussions and activities in classrooms to assist students

in addressing fear, anxiety and other concerns.

o Use Parent Telephone Alert System, if appropriate.
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D. EMERGENCY ACTIONS = ALERT LEVEL PROCEDURES

Emergency Actions are a set of simple directives and alert level procedures that may be
implemented across a number of emergency situations. When an emergency occurs, it is
critical that staff members take immediate steps to protect themselves and others. With
Emergency Actions in place, staff can follow specific directions without having to learn
extensive protocols for each of several dozen different emergency situations. The Incident
Commander will decide which Emergency Actions to implement, based on the situation.

The most common immediate emergency actions are listed below, followed by specialized
emergency actions. Specific steps to take for each of these are detailed in the following
pages. Staff members must become familiar with each emergency action and be prepared
to perform assigned responsibilities. All students must be taught what to do when any of the

common emergency actions are implemented.

13

i

LL IS RIGH
Used to conclude other immediate
emergency actions and to notify staff and
students that normal school operations

can resume.

DROP/DUCK/COVER AND
HOLD ON

The action taken during an earthquake to
protect students and staff from flying and falling
debris. :

EVACUATION
The orderly movement of students and
staff from school buildings to another area
when conditions outside are safer than
inside.

LOCKDOWN
Initiated when there is an immediate or
imminent threat to occupants of a school
building and movement within will put
students and staff and jeopardy. Lockdown
involves a “no one in, no one out” scenario.

SHELTER IN PLACE
Implemented to isolate students and staff
from the outdoor environment and provide
greater protection from external airborne
~_contaminants.

. S

CONVERT SCHOOL
Initiated when a requirement exists during
a disaster for community medical facilities
or community shelters (run by the Marin
County Department of Health and Human
Services or American Red Cross)

STAND BY
Notifies students and staff that further
instructions will follow shortly.

= NG’

DIRECTED TRANSPORTATION
Implemented when students and staff are
loaded into school buses, cars and any other
available means of transportation and moved
from an area of danger to an area of lesser
danger.

OFF-SITE EVACUATION
Iriplemented when it is unsafe to remain
on the campus, and evacuation to an off-
site assembly area is required.

REVERSE EVACUATION
Initiated if‘an incident occurs while students
are outside and conditions are safer inside
the building.

STUDENT RELEASE

Instructs staff to prepare for releasing
students from school during the

academic day.

TAKE COVER
Instructs staff and students to move to and
take refuge in the best-shielded areas
within the school buildings.
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TEACHERS
a Supervise students in their charge.

o Direct evacuation of students to inside or outside assembly areas, in accordance
with signals, warning, written notification or PA orders.

o Take attendance when class relocates to another assembly area.
Report missing students to principal.

o Send students in need of first aid to school nurse or person trained in first aid.
Acquire assistance for those who are injured and need to be moved.

INSTRUCTIONAL ASSISTANTS/AIDES

o Assist teacher, as needed.

o Maintain order in classroom and during evacuation.

CUSTODIANS/MAINTENANCE PERSONNEL
o Shut off gas and/or water if required by the emergency.
Seal off doors, shut down HVAC system if required by the emergency.
Examine buildings for damage; _pfovide darhagé control.
Keep principal/site administrator informed of condition of school.

0o 0 o 0O

Assist as directed by the principal.

OTHER SCHOOL/CHURCH EMPLOYEES

o...Report to principal/site administrator for directions.

Q/%C@GXY Q\( Ao ‘Jw\w\,& \(ﬂL

Mode! Schoo! Emergency Management Plan - Response : . -5



@ | SCHOOL PERSONNEL EMERGENCY CHECKLISTS

In addition to the Emergency Team assignments, every staff member has general
- responsibilities during an emergency.

PRINCIPAL/SITE ADMINISTRATOR

]

0o o 0 0O

O

O

o 0o 0o o Do

Assume overall direction of all emergency responses based on actions outlined in
this Plan. Good judgment, based upon the facts available, is of paramount
importance. :

Identify the type of crisis. Obtain as much information about it as possible, and
determine the appropriate response.

Identify key staff who should be involved in planning the response.-
Activate the Incident Command System and, if appropriate, the police.
Establish contact with the district Emergency Operations Center (School Office).

Ascertam what actlon needs to be lmplemented Secure the school building, if
necessary. .

Maintain communication among all relevant staff at officially designated locations.

Establish what information needs to be communicated to staff, students, families,

-and the community. How will they be informed? Who will do what?

Ascertain medical needs. Monitor how emergency first aid is being administered to
the injured.

Decide if more equipment and supplies are needed.

Identify what community resources need to be involved. Who needs to be contacted
for additional assistance/support?

Identify provisions required for special needs population.

Determine whether special transportation arrangements are needed.
Prepare informational letter for pérents/guardians to squelch rumors.
Arrange for post-disaster trauma counseling for students and staff.
Identify follow-up activities that will be used to evaluate response.

OFFICE STAFF

a..

00D O0p Do D0Ooo

Provide assistance to principal, as needed.

..Handle telephones.

..Monitor radio emergency broadcasts and communications.
..Assist with health emergencies, as needed.

_Set up Student Release tables, if needed.

..Serve as messengers.
..Administer First Aid.

..Supervise administration of First Aid. by those trained in it.
..Organize First Aid and medical supplies.

..Set up First Aid station, if needed.
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= Stay on the line while the 911 Dispatcher processes the call. You may need to
provide additional information or to receive instructions from the 911 Dispatcher.
Do not hang up until the Dispatcher says to do so.

o No matter what the situation, try to remain calm. Be sure to speak slowly and
clearly. ' :

CALLING 911 FRONM A CELL PHONE

911 calls from cellular phones are answered by California Highway Patrol (CHP)
persorinel and routed to the proper agency. 911 personnel do not know the location
from where you are calling. It is important to know your cell phione number, and be
aware of your surroundings so you can tell the dispatcher where you are. Ideally, street
names and addresses should be provided.{Since many cell phone calls are made from
moving vehicles, callers should inform the dispatcher when they change locations.

Time is of the essence. Every 911 Operator knows that. It hampers response when a
911 operator has to ask the caller for information several times over because he/she
couldn't comprehend what was being said. Try to be as calm as possible and speak
slowly and clearly. This ensures the 911 operator has the correct information the first
time he/she asks for it.

B. ACTIVATING THE EMERGENCY OPERATIONS CENTER

The decision to activate the School Office (Emergency Operations Center) or Chapel
(Incident Command Post) rests with the Incident Commander (Principal or next in charge).
The decision should be based on whether or not there is a need to coordinate a response to
an emergency situation.

If there are few or no decisions to make, there may be no need to activate the Emergency
Operations Center (EOC). However, consider activating the Incident Command structure
whenever assistance making decisions or carrying out actions to respond to a crisis or
emergency would be helpful. This is not limited to physical disasters. Situations involving a
heightened emotional state of students or staff may benefit from the use of the Incident .
Command System (ICS) to manage the crisis. The ICS can also be used as a management
tool to handle planning of unusual or large events.

Examples of situations that could benefit from activation of the ICS include:
= Fire
Explosion
Earthquake
Flood
Death of a student or staff member (especially suicide, and especially if on-campus)
Violence or threat of violence
Bus accident involving student injuries : :
Large event hosted on campus (graduation, large concert, large sporting event, etc.)

m E o @B @ @m H

The ICS is flexible in scope and size. The Incident Commander may want to activate
only portions of the team (maintenance, pastors, administration, secretary, police) from
the outset, and expand or contract it as the event progresses.
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Response is the process of implementing appropriate actions while an emergency situation
is unfolding. In this phase, schools mobilize resources needed to address the emergency at
hand. In any emergency situation, get help right away. Alert someone immediately—a
school administrator, school nurse, the 911 Dispatcher, local fire department or police

department, as appropriate.

A. CALLING 911 OR NOVATO POLICE
AT 415-472-0911

)
911 is a telephone number dedicated to calls for emergency
assistance, such as a traffic accident, fires, paramedic
service, crime in progress, bodily injury, imminent threat to
life, or major property damage or loss.

The 911 Dispatcher is a trained dispatcher who will prompt
what additional information is needed, based on the type of
emergency (e.g., what the scene looks like, number of
injuries or deaths). In order to complete an assessment on
the telephone, the 911 Dispatcher may have many
questions to ask depending upon the nature of the problem.

WHEN CALLING 911

Remain calm.
Speak slowly and clearly.

Clearly state name and location of
incident and your calling phone #.

AR . sl L DN A L S AR e

State your emergency

Listen to all instructions. Allow 911
Dispatcher to direct conversation.

Answer all questions complefely.

Remain on the line as long as
Dispatcher instructs you to do so.

ST RS T e I TR R SRR S G

It is very important for the dispatcher to obtain as much mformatlon as possible, in the
interests of responder safety and to dispatch the correct level of medical response.

The 911 Dispatcher may ask you to stay on the line until responders arrive. This will
assist the dispatcher in keeping the fire, police or rescue squad updated as the

situation being reported unfolds.

WHEN REPORTING AN EMERGENCY

e Remain calm and speak slowly and clearly while explaining the type of

emergency you are reporting.

o Provide your name, location of the incident and your location, if different from the

scene of the emergency.

Though the technology exists which presents address and phone number
data immediately to the 911 Dispatcher it is not available in all locations.

The 911 Operator is trained to confirm and verify the phone number and
address for EVERY call received. The dispatcher will ask questions
concerning the type of emergency being reported. The answers you provide

will be relayed to the responding emergency personnel.

e Answer all questions asked by the 911 Dispatcher, even those that seem repetitious.
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