LOS ANGELES CENTER FOR ENRICHED STUDIES

DATE:
November 10, 2008  

TO:
LACES STAFF

FROM:
Joseph Zell, Assistant Principal

SUBJECT:
EMERGENCY PROCEDURES

GENERAL PROCEDURES

· If an earthquake, fire or any evacuation occurs during Nutrition, Lunch, between classes, or before or after school, students are to report to the Emergency Assembly Area (EAA) location for their Homeroom.

· Teachers without a class are to report to the Incident Command Center.  All staff must be accounted for during any drill or during an actual emergency.
· EMERGENCY “CODE BLUE” (Lock Down) will be used when an emergency requires teachers to keep all students in classrooms.  The code may be announced over the P.A. or just by a series of three rings.  Complete instructions for a CODE BLUE are given below.

EVACUATION PROCEDURES

During any drill or actual emergency requiring evacuation, teachers are to quickly move students to the area designated for their classroom on the attached diagram.  All staff, with or without students must evacuate to the EAA.  Please use the following procedures.
1. In the event of fire, at the sound of repeated bells, all staff and students are to evacuate the buildings.  Everyone should report to his or her location in the Emergency Assembly Areas as shown on the GREEN Rev.11-08 map.

2. In the event of any earthquake, teachers and students first conduct a drop/cover/hold procedure.  ASAP, take cover under desks, tables, or doorways as available.  Face away from windows and use hands to hold onto desk or table legs.  (For drills, a long series of bells will sound to signal the “earthquake”).
3. When shaking has stopped, carefully arise and everyone must quickly evacuate the buildings to the Emergency Assembly Areas (EAA).  Teachers should lead students, using the evacuation routes shown and line up as indicated on the attached diagram.  Students should know in advance where and how to evacuate in case a teacher is unable to lead them.  Please review locations with each of your classes.  
4. Leadership students, and others having Emergency Operations passes, are to be released to go to the locations indicated on their passes for duty assignments.  They will be assisting as Request Gate runners, in the First Aid Center, The ICC collecting missing Student Reports etc.  Stretcher Crew reports to the Emergency Supplies Container.  DO NOT LIST THESE STUDENTS AS MISSING!
5. In the event that a student or staff member is so seriously injured that s/he cannot be evacuated, reassure the individual that help will be coming soon and evacuate the remainder of your class.  Do not attempt to move anyone with a broken leg or hip, or serious head or spine injury unless there is imminent danger of building collapse or fire in the immediate area.  Notify the Incident Commander ASAP.  Rescue teams will evacuate injured persons as quickly as possible.
6. Teachers, please keep this complete bulletin with your emergency class rosters and bring it to your assigned Assembly location.  Take roll again at your EAA.

7. Teachers (or students acting as the leader) are to report students who are absent, injured remaining in the room, or missing to the INCIDENT COMMAND CENTER (ICC).  Use the “Missing Student Report” form attached to this bulletin clearly indicating who is missing and who is absent.  A staff member will pick up missing Student Reports.
8. Unless appointed to an emergency team, teachers are to remain with their class until the drill is concluded or they are relieved in the event of an actual emergency.  Teachers who are on an emergency team must first accompany their class to their EAA and secure coverage by the closest staff member before reporting to the team location.  Please arrange in advance, with a back up in case of absence of your primary coverage.
9. There are to be NO PASSES issued to students during a drill.  In the event of an actual emergency, restroom facilities will be established and procedures for their use distributed to teachers.
10. Students are to be released ONLY if summoned to report to the Reunion Gate.  This is essential!

CODE BLUE (Lock Down) PROCEDURES

The designation of “CODE BLUE” is used in the event of an on or off-campus emergency.  It will be signaled by a series of three rings.  At the signal, teachers and all classified staff are to do the following:

1. IMMEDIATELY gather ANY students in the halls or outside and direct them inside your classroom or office.
2. Lock your doors and remain inside until further notice is given.  Reassure students, remain calm.
3. Please refrain from using the phone system or radios.
4. THERE ARE TO BE ABSOLUTELY NO PASSES FOR ANY REASON.  For a life-threatening emergency, use your wall phone for assistance.  DO NOT SEND ANYONE OUT FOR ANY REASON!
