South Bay Chinese School 05/29/03

Palos Verdes High School Campus
Emergency Response I nstructionsfor Teachersand Staff

EARTHQUAKE:

All teachers and personnel must take cover when an earthquake occurs.
Wait until ALL MOVEMENT has stopped and you feel safe to get up.

Camly and verbally reassure students and give directions.

1. Check for injured students. Those who can be moved or can move should be taken to the field or at
least the grass area away from overhangs. If a person or student isinjured or dead and cannot be
moved, attach any piece of paper to the victim indicating the name of the victim and the apparent
injury, if it can be determined. Pull atable over the victim to protect him/her from falling objects
caused by aftershocks.

2. Mark thedoor by hanging cards on doorknob:

Green Card Indicates All Clear
Red Card indicatesan injured or dead victim inside. (If possible, use marker to note
details.) If FIRE, leave the door CLOSED

If EARTHQUAKE, leave the door OPEN

2.Evacuate the room: Walk with your students straight out to the grassy areas. K eep away from

overhangs! Take your classroll and personal bag.

Convenein the grass areato form single lines before walking to the field. Calm your students.

Check on your Buddies.

Proceed in single linesto the field (Common). No talking.

Takeclassroll call and record on two student roll call sheets.

Send runner or room parent to the Student Release Team with one of the student roll call sheets.

Runner then returns to the teacher.

Note: Pre-assigned runners should report to runners pool area after roll is taken.

9. If assigned to a specific team: Leave your classroll call sheet with the teacher or adult closest to
you who can supervise your class. Tell your class which adult istaking your place. Report to your
team assignment.

10. Students not in their classroom should go directly to the field. Report to the Command Post and then
go to the teacher.

11. The principa and the designated public relations person will only handle communication with any

media present during the entire drill and/or disaster period.
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DISTURBANCES:

During disturbances, L ockdown or Shelter-In-Placeis a process designed to protect
students, teachers, and staff during outdoor events, such as chemical or biological
releases, protestors, natural gas leaks, shooting, or other disturbances.

1. Stay inside the room or building you are in when a disturbance occurs.

2. Everyone should move into the center of the room or building or away from exterior doors and
windows. Take cover under desk. Stay inside the classroom until told to leave by the authorities.
Collect your bags, medication, purses, and other essential personal items to take with you.

4. Do not trip firealarms (unless there redly is afire).

w



South Bay Chinese School 05/29/03
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STUDENT RELEASE:

LOCATION: The Common.

NECESSITIES: See bag labeled “RELEASE’
Release file — Student Roll Call Sheets, Student List and Note pads
School handbook Campus map
Pens and highlighters Signs indicating the Common & student pick up area
Sawhorse and arrow signsto put in the street pointing to the Common.

PROCEDURES:

Lo

Set-up release station materials

2. Post signs at the Common area.

Set up arrow signs on sawhorse in street pointing to the Common.
Traffic will post sign at Cloyden entrance.
Medical Team will post sign at Daton and Cloyden stairs.

3. Send runner to pick up student to be released with paper indicating student’s name and teacher’s
name. (These note pads are in the supply box). Remind runners not to yell out names or
information about victims.

4. Document all releases and have parents OR designated adult SIGN for the student they are

picking up.

5. Release students as quickly as possible.

SEARCH and RESCUE:
PROCEDURES:
1. Pick up supplies and put on protective clothing: hardhat, goggles, dust mask, gloves.
Divide into groups. Check each section as soon asthe areais safe.
Sear ch last known location of each missing person first.
Rescue victims and perform emergency first aid.
Load victims onto stretchers and transport injured to Medical Aid Team (triage areq).
Per recommendation of PV Fire Dept., deceased persons should be covered and left where they are
found. Those who expire in triage area should be removed to designated morgue area and covered.
Use walkie-talkie to communicate with Medical Aid Team and team leader.
8. Perform an organized search of all facilities for adults (volunteers) or others on the school
grounds that administrators and staff were unaware of.
9. Put alarge “X” on the green card on the door of rooms that have been completely searched to
indicate completion of that room.
10. Send to School Staff and the Medical Aid Team:
Information regarding missing persons. (i.e. that they are injured, dead, or not in location given)
Search and Rescue Report forms
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MEDICAL AID TEAM (TRIAGE)

The Medical Aid Team consists of the School teachers and staff. with first aid training.

LOCATION: The Common.

PROCEDURES:

1. Set up First Aid station on lawn area near the flagpole.

2. Put sign on stairs and Cloyden. (Directs parents to the student release)

3. Lay out suppliesfor easy access. Communicate by walkie-talkie to Command Post if needed.

4. Sort out Triage victims by injury.
Help those you can with your level of medical training and with the supplies available to you.

5. Report mgjor and moderate injuries to the School Staff. Inform the School Staff of victims you are
unable to handle so that requests for professional medical help can be made.

6. Log al injuries on first aid log and on triage tags. Make separate lists of “Injured”, “Dead’, or
“Missing”. Supervise morgue.

8. Send for runners from “Runners Pool” if needed. Remember to allow them to rest periodically.

MORGUE:

Will be adjacent to Triage Area.

Will be under supervision of Medical Team.

Must be guarded against unauthorized entry.

No oneis allowed in area unless authorized by Medical Aid Team coordinator.

NO ONE IS TO BE REMOVED FROM THIS AREA.
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Emergency Equipment I nventory
NECESSITIES: There are two large blue barrelsin custodian’ s office.
There are four first aid duffel bags and two stretchers near the barrels.
The custodian or his assistant will try to move all these items to the Common.
Emergency backpacksin the OAR closets

Emergency Backpacksareto be used in the event of a disaster, such as an earthquake.

* Whistle, Small cutter/blade (to open sealed section of backpacks-only in an emergency)

» Loca Emergency Phone Nos., Campus map and Earthquake Disaster Preparedness manual.

o Student list for student release and Parent contact list.

* Red and green cards to hand on the room’ s doorknob and marker to note details on red card
0 Greed card indicates All Clear
0 Red Cardindicates an injured or dead victim inside

o Sticky back nametags to identify those left behind and for “runners’

* Pen, Paper and Dry Erase Marker for sending messages via runner or to other teams on campus
and to keep your own personal notes.

o 2 space blankets to cover those who are | eft behind or for those in immediate need.

* Pry Bar, to be used if the classroom exit is blocked.

e Leather palmed gloves, 2 pair

e Latex glovesto safely handle students who are bleeding.

o 2 small packets of tissues and flashlights.

* First Aid Kitsand first Aid flip chart to give you information for treating injuries.

* A bottle of water for cleansing wounds and taking emergency medications.

* Duct tape and Large trash bag




