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Everyone at Chabot College will have some responsibilities in an emergency based on their
job, and some people will have additional responsibilities. Below is a short discussion of how
the National Incident Management System (NIMS), Standard Emergency Management System
(SEMS), and the Incident Command System (ICS) can be used at our school.

s+ Hvery emergency, no matter how large or small, requires that certain tasks be performed.
Tn NIMS/SEMS, these tasks are called Management, Planning, Operations, Logistics, and
Finance| Administration. NIMS/SEMS can be expanded or reduced, depending on the
situation and the immediate needs.'One persen can do mote than one fufiction.”
Every incident needs a person in charge. In NIMS /SEMS and ICS, this person is called the
Incident Commander. No one person should be in charge of more than seven people (the
optimum number is five). This does not apply to the Student Supervision Team under:
(Logistics; However.j - ”

¢ Common terminology: :
All teachers and staff should use the same words to refer to the same actions. The
terminology should be known before a disaster. NIMS /SEMS is a system that, when used

properly, affords common terminology.

If the fire department or other responding agencies come on campus, they will coordinate
better with the site's command structure if similar situations and actions are described with

similar wording.

Use ICS as a basis for your organizational structure. The Campus Emergency Plan contains
detailed response and management procedures for all personnel at Chabot.

When an emergency happens, one person is in charge (the Incident Commander). He/she will
work closely with the Public Information Officer, the Liaison Officer, the Safety Officer, and

the section chiefs.
A Section Chief oversees and coordinates the activities of each of the four functions:
Operations, Planning/Intelligence, Logistics, and Finance/Administration.

Everyone should know this chain of command, and should be trained to fit into it in one of
various places
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CHAPTERI

AUTHORITIES
& REFERENCES

. National Incident Management System (NIMS) was released in March 2004

under Homeland Security Presidential Directive 5 (HSPD-5). NIMS
provides a cousistent nationwide template for all levels of Government and
private sector organizations to effectively work together in preparation,
tesponse, and recovery from domestic incidents. Community College
Districts are required to meet NIMS implementation requirements to be
eligible to receive Federal preparedness assistance in the form of grants,
cooperative agreements and direct contracts.

. Standardized Emergency Management System (SEMS). Local governments .

including Community College Districts must use SEMS in order to be
eligible for state funding of response related personnel costs occurring in
response to an incident as defined in government code section 2402, This
program is mandated by SB 1841, Section 8607 of the Government Code,
California Emergency Services Act {Chapter 7 of Division 1 of Title 2) and
California Code of Regulations 2400.

. Disaster Service Workers, California Government Code Section 5100

declares that, in a state of emergency, all public employees are designated
disaster service workers.

. Emergency action plan required by Cal OSHA. General Industry Safety

Orders Sections 3220. This section states that the employer must establish
and implement a written emergency plan which requires the immediate and
total evacuation of employees from the workplace upon the sounding of a fire
alarm signal and which includes an emergency action plan and a fire
prevention plan which meet the requirements of Sections 3220 and 3221.
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CHAPTER?2

Community College Districts are considered special districts. According to the National Incident
Management System (NIMS) and Standardized Emergency Management System (SEMS), school
districts must follow certain laws and regulations to be eligible for reimbursement by the state for
response-related personnel costs and eligibility for grant monies. Table 1 shows how a school site might
organize its emergency response to comply with NIMS/SEMS.

The regulations require a standard organizational model. The model is based on the Incident Command
System (ICS), an emergency response framework developed by fire departments to give them a common
language when requesting personnel and equipment from other jurisdictions.

+ Managemeni: Responsible for overall policy and coordination

o Planning / Intelligence: Responsible for collecting, evaluating and disseminating information,
developing the action plan in coordination with other functions and maintaining
documentation.

¢ Operations: Responsible for coordinating all operations (carrying out the mission of the
organization).

« Logistics: Responsible for providing facilities, services, personnel, equipment and materials.

« Finance / Administration: Responsible for financial activities and administrative aspects not
assigned to other fumctions.

These five components are the basic structure for any emergency response. They are used for shelter
operations and staff training in the terminology. Staff then can work interchangeably at other schools
and even other districts. In addition, when you need to exchange information with the school district,
local city or county emergency operations center, you will know that the Logistics Section has
information on resources ordered and deployed, and that the Planning Section has information on
anticipated activities for the next action period.

The following pages, containing tables 1 & 2 should be used as a general guide in determining staffing
of Incident Command System Teams.
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CHAPTER3

General

Operational

Considerations

Facilities
Uses:

The Emergency Operations Center (EOC) is a facility for centralized direction and |
control of the emergency organization and the campus community. During a
declared campus alert/emergency, the ECC will be activated and personnel assigned
to the extent required.

The.Incident Commander, (IC), or his/her designated representative and his assigned
staff, will direct and coordinate emergency operations from the EQC. Alternate
EOQC facilities will have designated persons readied for specific circumstances.

The following facilities are scheduled for Emergency Operation Center’s

Current

Primary Board Room/Presidents Office

First Alternate  Maintenance& Operations (Room 3001)
Second Alternate Campus Safety & Security Portable (Bldg 3300)

Fall 2009

Primary Communily Student Service Center (CSSC) Conference Rooms

Primeary EOC
Communications.

Telephone
Service

G.E.T.5

First Alternate  Board Room/Presidents Office
Second Alternate Maintenance& Operations (Room 3001)
Third Alternate Campus Safety & Security Portable (Bldg 3300)

The Primary EOC will be located in the Board Room. Upon activation, the
following equipment will be arranged by the 1.C.

a. Telephone lines will be designated as “essential service lines” which will provide
for usage in the event of a system overload. Phones will only be of value as long
as phone lines are not disrupted.

b. The coordination of telephone usage will be from the EOC. The IC will designate
personnel in the EOC to initiate calling of required personnel.

GETS supports federal, state, local, and tribal government, industry, and non-
governmental organization (NGO) personnel during crises or emergencies by
providing emergency access and priority processing for local and long distance calls
on the public switched telephone network. GETS is intended to be used in an
emergency ot crisis situation when the public switched telephone network is
congested and the probability of completing a call over normal or other aliernate
telecommunication means is reduced.

GETS is accessed through a dialing plan and Personal Identification Number (PIN)
card verification system. The user dials universal access number using common
telephone equipment. A prompt directs the entry of the user's PIN and the telephone
number. Once the user is authenticated, his or her call receives special treatment.
Emplovees that have GETS cards are listed in the appendix.
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W.P.S.

SAT/ICOM

Two-way
Radio
Equipment

Equipment
and Materials

Wirelessly it is referred to as the Nationwide Wireless Priority Service. WPS users
have the ability to queue at the top for the next available capacity from their closest
base station in order to place their call, greatly enhancing their ability to complete
wireless calls during these critical times and assist the situation. WPS is available
only to designated leadership at all government levels, national security, emergency
responders, and private sector critical infrastructure personnel, as approved by the
NCS and Federal Communications Commission (FCC) Rules and Requirements.
Employees that have access to this system are listed in the appendix.

Hobby Amateur Radio operators set up and operate organized communication
networks locally for governmental and emergency officials, as well as non-
commercial communication for private citizens affected by the disaster. Amateur
Radio operators are most likely to be active after disasters that damage regular lines
of communications due to power outages and destruction of telephone, cellular and
other infrastructure-dependent systems.

Many radio amateurs are active as communications volunteers with local public
safety organizations. In addition, in some digasters, radio frequencies are not
coordinated among relief officials and Amateur Radio operators step in to coordinate
communication when radio towers and other elements in the communications
infrastructure are damaged, '

A ham radio is available in the emergency container if no phone service is available,

Satellite Communication telephones can be handheld, fixed or portable and utilizes
satellites that can be stationary or orbiting. As long as the user has line-of-site to one
of the satellites in the coverage area of the satellite service provider the user would
have service. Services can include voice, data, SMS, and fax

a. Radio equipment will be made available from the Campus Safety Office.
A battery-operated radio with telephone capability will be used.
b. Maintenance and Operations have two-way radios for on-campus use.

Emergency equipment located in the emergency storage container rear of
building 1300, will be made available to the EOC. Emergency equipment is
available through Campus Safety. .

CHABOT COLLEGE EMERGENCY RESPONSE AND DISASTER PLAN 10/2007
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CHAPTER4

GENERAL DUTY STATEMENTS
COMMAND STAFF

Responsible for overall scene incident activities. The ultimate IC may be a senior law enforcement
officer from the Hayward Police Department or fire officer from Hayward Fire Department based upon
the rules, policies or regulation established by the jurisdiction in which the incident has occurred.

Seribe
Responsible for keeping accurate notes of incident

Liaison Officer (“Liaison™)

Point of contact for representatives from other agencies

Public Information Officer (“PIO”)

Normally the point of contact for the media and other government agencies, which desire information
directly from the incident.

Safety Officer (“SAFETY”
Assess hazardous situations and unsafe situations and develop measures for assuring personnel safety.

GENERAL STAFF

Logistics Section Chief (“LOGISTICS™)

Responsible for providing facilities, services, personnel, equipment, and materials in support of the
incident.

Operations Section Chief (“OPERATIONS”)

Responsible for the direct management of ALL incident tactical activities,

Plapning Section Chief (“PLANNING”)
Understand the current situation and predict probable course of the incident. Prepare primary and
alternate strategies for the IC. Collect, evaluate and disseminate information about the incident.

Finance/Adwministration Section Chief (“PLANS")
May be referred to as finance / administration) is responsible for all financial and cost analysis aspeots
of the incident, and for any administrative aspects not handled by other functions.

CHABOT COLLEGE EMERGENCY RESPONSE AND DISASTER PLAN 10/2007
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DUTY CHECKILIST:

Responsibilities:

Start-up Actioms

Ongoing
Operational
Duties:

Closing Dovwn:

EOC

The Incident Commander (IC) is solely responsible for emergency/disaster operations and shall
remzin at the EOC (o observe and direct all operations.

Ensure the safety of students, staff and others on campus. Lead by exampie: your behavior sets tone for
staff and students.

O Obtain your personal safety equipment; i.e., hard hat, vest, clipboard (with job description sheet).

£3 Assess type and scope of emergency.

L1 Determine threat to human life and structures.

O Implement emergency/disaster plan and hazard specific procedures.

L3 Develop and communicate an incident action plan with objectives and a time frame to meet those
objectives,

L Activate functions (assign positions) as needed.

L Fill in “Incident Assignments” form

[3 Appoint a backup or alternats IC

00 Continue to monitor and assess total school situation:

= View site map periodically for Search & Rescue progress and damage assessiment
information.
Check with chiefs for periodic updates.
Reassign personnel as needed. :
Report (through Communications) to school district on status of students and staff, on campus
as needed. (Site Status Report)

Develop and communicate revised incident action plans as needed.

Authorize release of information.

° Utilize your back up; plan and take regular breaks, 5-10 minutes/hour, relocate away from the
EOC.

Plan regular breaks for all staff and volunteers. Take care of your caregivers?

Release teachers as appropriate per campus guidelines. By law, during a disaster, teachers

become “disaster workers.”

[0 Remain on and in charge of your campus until redirected or released by the chancellor or
government authorities (i.e., police, fire)

0O

oo

Anuthorize deactivation of sections, branches, or units when they are no longer required.

At the direction of the Chancellor, deactivate the entire emergency response. If the Fire
Department or other outside agency calis an “All Clear,” contact the district before taking any
further action,

Ensure that any open actions not yet completed will be taken care of afier deactivation.

Ensure the return of all equipment and rensable supplies to Logistics.

Close out 2l logs. Ensure that all logs, reports, and other relevant documents are completed and
provided to the Documentation Unit, _

[ Proclaim termination of the emergency and proceed with recovery operations if necessary.

on

oono

Equipment/ Supplies Recommended:

Campus map (s) Job description clipboards tray (pens, etc.)
Master keys EOC Duplicate rosters (2 sets)

Staff & student rosiers Vests (if available)

Disaster response forms Campus 2-way radios

Emergency/disaster plan AM/FM radio Bulthorn

(battery)
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DUTY CHECKLIST:

Section: Command

Responsibilities: The Liaison Officer serves as the point of contact for Agency Representatives from assisting organizations
and agencies outside the school district and assists in coordinating the efforts of these outside agencies by
ensuring the proper flow of information.

Start Up Actions:
|
O
W]
(
3
Operational Duties:
. 1
O
O
Closing Down;
(]
O
[

Check in with Incident Coramander (IC) for situation briefing.

Determine your personal operating location and set up as necessary.

Obtain necessary equipment and supplies from Logistics.

Put on position identifier, such as vest, if available.

Open and maintain a position log. Maintain all required records and documentation to support the
history of the emergency or disaster.

Brief Agency Representatives on current situation, priorities and incident action plan.
Ensure coordination of efforts by keeping IC informed of agencies action plans.
Provide periodic update briefings to Agency Representatives as necessary.

At the Incident Commander’s divection, deactivate the Liaison Officer position and release staff no
longer needed. Direct staff members fo sign out through Timekeeping.

Return equipment and reusable supplies to Logistics.

Close out all logs. Provide logs and other relevant documents to the Documentation Unit.

Eguipment/ Supplies Recommended:
Vest or position identifier, if available
Two-way radio, if availabie
Clipboard, paper, pens
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DUTY CEECKLIST:

Section: Command

Personnel: Available staff with assistance from available volunitgers
Policy: The public has the right and need to know imporiant information related to emergencies/disaster at the school site as
spown as if i3 availuble,

The Public Information Officer (PIO) acts as the official spokesperson for the school site in an emergency situation. Ifa
school district PIO is available, he/she will be the official spokesperson. A school site-based PIO should only
be used if the media is on campus and the district PIO is not available or forthcoming.

News media can play a key role assisting the school in getting emergency/disaster retated information {0 the public (parents).
Information released must be consistent, accurate, and timely.

Start-Up Actions:

Determine a possible “news center” site as a media reception area (located away from the
Command Post and students). Get approval from the Incident Commander (IC).

Identify yourself as the “PIO” (vest, visor, sign, etc.)

Consult with district PIO to coordinate information release.

Assess situation and obtain statement from IC. Tape-record if possible.

Advise arriving media that the site is preparing a press release and approximate time of its issue.
Open and maintain a position log of your actions and all commumications. If possible, tape media
briefings. Keep all documentation to support the hisiory of the event.

oooooao o

Operational Duties:

3 Keep up-to-date on the situation.
3  Statements must be approved by the IC and should reflect:
®  Reassurance — BGBOK — “Everything’s going to be OK.”
= Incident or disaster cause and time of origin.
a  Size and scope of the incident.
s Current siteation — condition of school site, evacuation progress, care being given, injuries,
Do not release any names.
»  Resources in use.
= Best routes to school if known and appropriate.
Any information school wishes to be released to the public.
[l Read statements if possible.
1 When answering questions, be complete & truthful, always considering confidentiality &
emotional impact. Avoid speculation, bluffing, lying, talking “off the record,” arguing, ete.
Avoid use of the phrase “no comment.”
0 Personnel: Available staff with assistance from available volunteers
] Remind school siie/staff volunteers to refer oll questions from media or waiting parents to
the PIO.
01 Update information periodically with IC.
{3 Ensure announcements & other iformation are translated into other languages as needed.
[0 Monitor news broadcasts about incident. Correct any misinformation heard.
Closing Down:
£1 At the Incident Commander’s direction, release PIO staff no longer needed. Direct staff
mernbers to sign out through Timekeeping,
1 Return equipment and reusable supplies to Logistics,
£l Close out all logs. Provide logs and other relevant documents to the
0 Documentation Unit.
Eguipment/ Suppiics Recommended:
D vest Battery operated AM/FM Paper/pencils/marking pens Scotch tape/masking tape
radio
School site | 8-1/2 x 11 handouts Larninated poster board size for Forms: Disaster Public Information
map(s) and | Vest or position identifier, if display Release Work Sheet
AN ML IS AT N 3 14T R 2 0 R LT TR - i b ettty i
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DUTY CHECKLIST:

Section: Command

Responsibilities: The Safety Officer ensures that all activities are conducted in as safe a manner as possible under the
circumstances, which exist.

Start Up Actions:

Operational Duties:

Closing Down:

aEooo
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Check in with Incident Commander for situation briefing.
Obtain necessary equipment and supplies from Logistics.
Put on posiiion identifier, such as vest, if available.
Open and maintain a position log. Maintain all required records and documentatzon 1o support
the history of the emergency or disaster.
Document:
Messages recetved
Action taken
Decision justification and documentation
Requests filled

Monitor drills, exercises, and emergency response activities for safety.
Identify and mitigate safety hazards and situations.

Stop or modify all unsafe operations.

Ensure that responders use appropriate safety equipment.

Survey the area for dangerous situations

Utilities
- Natural gas -Electric power
~  Water -Sewer

Think ahead and anticipate situations and problems before they occur.

Anticipate situation changes, such as severe afiershocks, in all planning.

Keep the Incident Commander (IC) advised of your staius and activity and on any problem areas
that now need or will require solutions.

When authorized by IC, dsactivate the unit and close out all logs. Provide logs and other relevant
documents to the Documentation Unit.
Return equipment and reusable supplies o Logistics.

Eguipment/ Supplies Recommended:

Vest or position identifier, if available
Hardhat, if available

Clipboard, paper, pens

Two-way radio, if available
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PUTY CHECKLIST:
Logisties Chief General Staff Assigrment

Respousibilities: The Logistics Section is responsible for providing facilities, services, personnel, equipment, and materials
in support of the incident.

Start-Up Actions:

O Check in with Incident Commander (IC) for situation briefing.

[ Open supplies container or other storage facility.

| Put on position identifier, such as vest, if available.

0  Begin distribution of supplies and equipment as needed.

01 Ensure that the Command Post and other facilities are set up as needed.
Operational Duties: Assume the duties of all Logisties positions until staff is available
and assigned.

0 As(orif) staff is assigned, brief them on the situation and supervise their activities, utilizing the

_ position checklists.

[0 Coordinate supplies, equipment, and personnel needs with the IC.

0 Maintain security of cargo container, supplies and equipment.
Closing Down:

0 Atthe IC’s direction, deactivate the section and close out all logs.
1 Verify that closing tasks of all Logistics positions have been accomplished. Secure all equipment
and supplies.

Equipment/Supplies Recommended:

Vest or position identifier, if available
Two way radio

Job description clipboard

Paper, pens

Cargo container

b
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DUTY CHECKILIST:

Supplies/Facilities Director

Responsibilities: The Logistics Section is responsible for providing facilities, services, personnel, equipment, and materials

in support of the incident.

Start-Up Actions:

Operatiomak Duties:

Clesing Down:

ooooo

oo go

oo

Check in with Incident Commander (IC) for situation briefing.

Open supplies container or other storage facility.

Put on position identifier, such as vest, if available.

Begin distribution of supplies and equipment as needed.

Ensure that the Command Post and other facilities are set up as needed,

Assume the duties of all Logistics positions until staff is available and assigned.

As (or if) staff is assigned, brief them on the situation and supervise their activities, utilizing the
position checklists,

Coordinate supplies, equipment, and personnel needs with the IC.

Maintain security of cargo container, supplies and equipment.

At the IC’s direction, deactivate the section and close out all Jogs.
Verify that closing tasks of all Logistics positions have been accomplished. Secure all equipment
and supplies.

Equipment/ Sepplies Recommended:

Two-way radio
Job deseription clipboard

Paper, pens

Cargo container or other storage facilify and all emergency supplies stored on campus
Clipboards with volunteer sign-in sheets

Forms: Inventory of emergency supplies on campus

Site Status Report

Communications log

M
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DUTY CHECKLIST:
Staffing Director

Responsibilities: This unit is responsible for coordinating the assignment of personnel (staff, students, disaster volunteers)
in support of the incident.

Start-Up Actions:

I3  Check in with Logistics Chief for situation briefing.

[0 Puton position identifier, such as vest, if available.

[0 Open three logs to list staff, volunteers, and students who are awaiting assignment.
Operational Duties:

O Deploy personnel as requested by the IC.
[1 Sign in volunteers, making sure that volunteers are wearing their 1D. badges and are on the site
disaster voluntesr list. Unregistered volunteers should be sent to the city library to register.

Closing Downs:

Ask volunteers to sign out.

At the Logistic Chief’s direction, close out all logs and turn them in to Documentation Unit.
Return all equipment and supplies.

oog

Eguipment/ Supplies Recommended:

Two-way radio

Clipboard paper, pens

Cargo container or other storage facility and all emergency supplies stored on campus
Clipboards with volunteer sign-in sheets

Forms: Inventory of emergency supplies on campus

List of registered disaster volunteers
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DUTY CHECKLIST:

Communications Director

Responsibilities: This unit is responsible for establishing, coordinating, and directing verbal and written communications
within the school disaster site and with the school district. I the school district cammnot be contacied,
communications may be made with outside agencies when necessary.

Persomnel: School staff member with campus two way radio, supported by student or disaster volunieer runners, and
Disaster volunteer who is a qualified amateur radio operator.

Start-Up Actions:

&

Operational Duties:

o

opooon

Closing Down:

3
(o

Set up Communications station in a quiet location with access to the Emergency Operations Ceuter

(EOC).
Turn on radios and advise EOC when ready to accept traffic.

Communicate with district EOC per district procedure. At the direction of the Incident Commander
(IC), report status of students, staff, and campus, using Site Status Report Form.

Receive and write down all communications from the district EOC.

Use runners to deliver messages to the IC with copies to the Plans/Intelligence Chief.

Maintain Communications Log: date/time/originator/recipient

Follow communications protocol. Do not contact the city directly if the district EOC is available.
Direct the media or the public to the Public Information Officer.

Monitor AM/FM radio for local emergency news: KFWB 980 kHz and KNX 1070 kHz.

Close out all logs, message forms, etc. and turn them over to Documentation,
Return all equipment and unused supplies to Logistics.

Equipment/ Supplies Recommended:

Two-way radios with spare batteries for each
Job description clipboard paper, pens

Table and chairs AM/FM radio

File boxes, tote tray for outgoing messages
Forms: Site Status Report

Message forms

CHABOT COLLEGE EMERGENCY RESPONSE AND DISASTER PLAN 10/2007
Pg. 15 0f 60



DUTY CHECKLIST:
Planning/Intelligence Clhief General Staff Assignment

Responsibilities: This section is responsible for the collection, evaluation, documentation and use of information about the
development of the incident and the status of resources. Maintain accurate records and site map. Provide
ongoing analysis of sitwation and resource status.

Start-Up Actions:

Check in with Incident Comunander (IC) for situation briefing.
Obtain necessary equipment and supplies from Logistics.

Pust on position identifier, such as vest, if available.

opoo

Operationa! Duties:

Assume the daties of all Planning/intelligence positions nntil staff is available and
assigned.

As (orif) staff is assigned, brief them on the situation and supervise their activities, ntilizing the
position checklists.

Assist IC in writing Action Plans.

TR Be i R e .
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Closing Down:

At the IC’s direction, deactivate the section and close out all logs.
Verify that closing tasks of all Planning/Intelligence positions have been accomplished.
Return equlpment and reusable supphes to Logistics.
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Equipment Supplies Recommended:
Two-way radio Paper, pens
File box (es) Job description clipboard
Dry-erase pens Tissues
Large site map of campus, lammatcd or covered with Plexiglas
Forms Emergepcy Time/Situati

tooo
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DUTY CEECKLIST:

Documentation Dirsctor

Respoansibilities: This section is responsible for the collection, evaluation, documentation and use of information about the
development of the incident and the siatus of resources.

Stars-Up Actions:

Operational Duties:
Records:

opoo
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Check in with Planning/Intelligence Chief for situation briefing.

Obtain necessary equipment and supplies from Logistics.

Put on position identifier, such as vest, if available.

Determine whether there will be a Finance/Administration Section. If there is none, the
Docamentation Clerk will be responsible for maintaining all records of any expenditures as well
as all personnel time keeping records.

Maintain time log of the Incident, noting all actions and reports.

Record content of all radio communication with district Emergency Operations Center (BOC).
Recoid verbal communication for basic content.

Log in all written reports.

File all reports for reference (file box).

Important: A permanent log may be typed or rewritten at a later time for clarity and better understanding. Keep all original
notes and records—they are legal docmments.

Stmdent and Staff Accoumtimg:

Closing Down:

ooo oo

oan

Receive, record, and analyze Student Accounting forms.

Check off staff roster. Compute number of students, staff, and others on campus for Siteation
Analysis. Update periodically.

Report missing persons and site damage to Command Post.

Report first aid needs to medical team leader.

File forms for reference.

Collect and file all paperwork and documentation from deactivating sections.
Securely package and store these documents for future use.
Return equipment and reusable supplies to Logistics.

Equipment/ Supplies Recommended:

Two-way radio paper, pens

File box (es) Job description clipboard
Forms:
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DUTY CBECKLIST:

Situation Analkysis

Director

Responsibilities: This section is responsible for the collection, evaluation, documentation and use of information about the
development of the incident and the status of resources. Maintain accurate site map. Provide ongoing
analysis of situation and resource status.

Start-Up Actions:

Operational Daties:
Sitwation Statms (Map):

Situation Analysts:

Closing Down:

ooo

oo
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Check in'with Planning/Intelligence Chief for situation briefing.
Obtain necessary equipment and supplies from Logistics.
Put on position identifier, such as vest, if available.

Collect, organize and analyze situation information.

Mark site map appropriately as related reports are received. This includes but is not limited to
S&R reports and damage updates, giving a concise picture status of campus.

Preserve map as legal docement until photographed.

Use area-wide map to record information on major incidents, road closures, utility outages, ete.
(This information may be useful to staff for planning routes home, etc.)

Provide current situation assessments based on analysis of information received.

Develop situation reports for the Command Post (CP) to support the action planning process.
Think ahead and anticipate situations and problems before they occur.

Report only to CP personnel. Refer all other requests to Public Ixformation Officer.

Close out all logs and turn all documents into Documentation.
Return equipment and reusable supplies to Logistics.

Eqmipment/ Supplics Recommmended:

Two-way radio

Paper, pens, dry-erase pens, tissues

Job description clipboards

Large site map of campus, laminated or covered with Plexiglas
File box (es)
Map of county or local area
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DUTY CEHECKLIST:
Operations General Staff

Responsibilities: The Operations Chief manages the divect responss to the disaster, which can include the following:

o Site Facility ®  Search & Rescue
° Medical »  Smdent Care
@ Student Release

Start-Up Actions:
3 Check in with Incident Commander for situation briefing.
0 Obtain necessary equipment and supplies from Logistics.
[0  Put on position identifier, such as vest, if available.

Operational Duties:

Assume the duties of all operations positions until staff is available and assigned.

As staff is assigned, brief them on the situation and supervise their activities, utilizing the position
checklists.

If additional supplies or staff is needed for the Operations Section, notify Logistics. When
additional staff arrives, brief them on the situation, and assign them as needed.

Coordinate Search & Rescus operations. Appoint S&R Team Leader to direct their operations if
necessary.

As information is received from operations staff, pass it on to Situation Analysis and/or the Incident
Commander,

Inform the Incident Commander regarding tasks and priorities.

Make sure that Operations staff are following standard procedures, utilizing appropriate safety gear,
and documenting their activities.

Schedule breaks and reassign Operations staff within the section as needed.

O oo o oo oo

Closing Down:

At the Incident Commander’s (IC) direction, release Operations staff no longer needed. Direct staff
members to sign out through Timekeeping.

Return equipment and reusable supplies to Logistics.

When authorized by IC, deactivate the section and close out al} logs. Provide logs and other relevant
documents to the Documentation Unit.

oo

Eguipment/Suppiics Recommended:
Vest or position identifier, if available S&R equipment

Two-way radio Job description
Clipboard, paper, pens Forms: Search & Rescue maps, large campus
map
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DUTY CHECKLIST:
Section: Site Facility Check/Security

Personnel: Staff as assigned. Work in pairs.

Responsibilities: Take no action that will endanger you.

Start Up Actions:

Operational duties:

Closing Down:

oo goooo oppoo opo

oo

Wear hardhat and orange identification vest if available.
Take appropriate tools, job description clipboard, and radio.
Put batteries in flashlight if necessary.

As you do the following, observe the campus and report any damage by radio to the EOC,
Lock gates and major external doors.

Locate/conirol/extinguish small fires as necessary.

Check gas meter and, if gas is leaking, shut down gas supply.

Shut down electricity only if building has clear structural damage or advised to do so by
Command Post (EOC).

Post yellow caution taps around damaged or hazardous areas.

Verify that campus is “locked down™ and report it to EOC.

Advise EOC of all actions taken for information and proper logging.

Be sure that the entire campus has been checked for safety hazards and damage.

No damage should be repaired prior to full documentation, such as photographs and video
evidence, unless the repairs are essential to immediate life-safety.

Route fire, rescue, police, etc. as appropriate,

Direct all requests for information to the Public Information Officer.

Return equipment and reusable supplies to Logistics.
When anthorized by the Incident Commander, close out all logs. Provide logs and other relevant
documents to the Documentation Unit.

Equipment/Supplies Recommended:

‘Wear vest, hard hat, work gloves, 2-way radio

and whistle

Master keys, and clipboard with job  Carry bucket or duffel bag with goggles, flashiight,
description dust masks, yellow caution tape, and shutoff tools — for gas

& (crescent wrench)

Remember: If you are not acknowledged, you have not been heard. Repeat your transmission, being aware of other

_ simultaneous transmissions.
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DUTY CHECKLIST:

Sectiom: Search and Resene Team Leader

Safety Rules: Buddy system: Minimum of 2 persons per team.
Take no action that might endanger you. Do not work beyond your expertise. Use appropriate safety gear.
Size up the situation first. Follow all operationa! and safety precedares.

Start-up Actions:

Operational Duties:

Closing Down:

O

&
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Obtain all necessary equipment from container. See list below.

Obtain briefing from Operations Chief, noting known fires, injuries, or other situations requiring
response.

Assign teams based on available manpower, minimum 2 persons per team.

Perform visual check of outfitted team leaving EQOC; inciude radio check. Teams must wear sturdy
shoes and safety equipment.

Record names and assignments before deploying teams.

Dispatch teams to known hazards or situations first, then to search the campus using specific
planned routes. Send a specific map assignment with each team.

Remain at BOC in radio contact with S&R Teams.

Record all teams’ progress and reports on site map, keeping others at EOC informed of problems.
When a room is reported clear, mark a “C” on the map.

If injured students are located, consult Operations Chief for response. Utilize Transport teams, or
send a First Aid Team. '

Record exact location of damage and triage tally (I=immediate, D=delayed, DEAD=dead on map.
Keep radio communication brief and simple. No codes.

Record the return of each S&R team. Direct them to return equipment and report for additional
assignment to Logistics.
Provide maps & logs to the Documentation Unif.

Equipment/Supplies Recommended:
Teams wear vest, hard hat, work and  One member wears first aid backpack.
latex gloves, & whistle with master

keys on lanyard

Teams carry campus 2-way radio and  Teams carry bucket or duffel bag with goggles, tlashiight,
clipboard with job description and dust masks, pry bar, grease pencil, pencils, duct tape,
map indicating search plan masking tape.

Remember: If you are not acknowledged, you have not been heard. Repeat your {ransmission, being aware of other
simultaneous transmissions.
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DUTY CHECKLIST:

Section: Search and Rescue Teams

Safety: Buddy system: Minimum of 2 persons per team. Take no action that might endanger you. Do net work beyond
your expertise. Use appropriate safety gear. Size up the siiuation first. Follow all operational and safsty procedures.

Start-up Actions:
i

L

Operational Duties:

o

g o o a

Closing Down:
(W

Obtain all necessary equipment from container. You must be wearing sturdy shoes and long
sleeves. Put batteries in flashlight. ’
Check at BOC for assignment.

Report gas leaks, fires, or structural damage to BOC immediately upon discovery. Shut off gas or
extinguish fires if possible.

Before entering a building, inspect complete exterior of building. Report structural dainage to
team leader. Use yellow caution tape to barricade hazardous areas. Do not enter severely
damaged buildings.

If building is safe to enter, search assigned area (foliowing map) using orderly pattern. Check all
rooms. Use chalk or grease pencil to mark slash on door when entering room. Check under desks
and tables. Search visually and vocally. Listen.

When leaving each room, close stash to form “X” on door. Report by radio to Command Post that
room has been cleared (ex: "Room A-123 is clear”)*

When injured victim is located, team transmits location, nuraber, and condition of injured to
EOC. Do not use names of students or staff. Follow directions from EOC.,

Record exact location of damage and triage tally (T=immediate, D=delayed, DEAD=dead on map
and report information to EOC.

Keep radio communication brief and siniple. No codes.

Return eguipment to Logistics. Provide maps and logs to the Documentation Unit,

Equipment/Supplies Recommended:
Wear vest, hard hat, work and latex One member wears first aid backpack.
gloves, & whistle with master
Keys on neck lanyard
Teams carry campus 2-way radio and  Teams carry buckst or duffel bag with goggles, flashlight,
clipboard with job description and dust masks, pry bar, grease pencil, pencils, duct taps,
map indicating search plan masking tape.

Remember: If you are not acknowledged, you have not been heard. Repeat your transmission, being aware of other
simultaneous transmissions. '
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PDUTY CHECKLIST:

Section: Medical Team Leader

Responsibilities: The Medical Team Leader is responsible for the provision of emergency medical response, fivst aid, and
counseling. Informs the Operations Chief or Incident Commander (IC) when the situation requires health
or medical services that staff cannot provide. Ensures that appropriate actions are taken in the event of
deaths.

Start-Up Actions:

Establish scope of disaster with IC and determine probability of outside emergency medical
support and transport needs.

Make personnel assignments. If possible, assign a minimum of two people to Triags, two 1o
Immediate, two to Delayed, and two to Psychological,

Set up first aid area in a safe place, away from students and parents, with access to emergency
vehicles. Obtain equipment/supplies from the container.

Assess available inventory of supplies & equipment.

Review safety procedures and assignments with personnel.

Establish point of entry (“triage™) into treatment area.

Establish “immediate” and “delayed” treatment areas.

Set up a separate Psychological First Aid area if staff levels are sufficient.

ogooopn o g oo

Operafional Duties:

Oversee care, treatment, and assessment of patients

Ensure caregiver and rescuer safety

Latex gloves for protection from body fluids; replace with new gloves for each new patient.
Make sure that accurate records are kept.

Provide persomnel response for injuries in remote locations or request Transport Team from
Logistics.

If needed, request additional personnel from Logistics.

Brief newly assigned personnel.

Report deaths immediately to Operations Chief.

Keep Operations Chief informed of overall status.

Set up morgue, if necessary, in cool, isolated, secure area; follow guidelines.

Stay alert for communicable diseases and isolate appropriately.

Consult with Student Care Director regarding health care, medications, and meals for students
with known medical conditions (diabetes, asthma, etc.}.

coooooo ooaon

Closing Diown:

I

At the Incident Commander’s direction, release Medical staff no longer needed. Direct staff
members to sign out through Timekeeping.

Return equipment and reusable supplies to Logistics.

[1 When authorized by IC, deactivate the section and close out all logs. Provide logs and other
relevant documents to the Documentation Unit.

Equipment/Supplies Recommended

First Aid Supplies Job description clipboards, marking pens
Staff and student medication from Forms: Notice of First Aid Care, Medical Treatinent Victim
health office Log or backboards:
Vests, i available Quick reference Stretchers Blankets, Tables & chairs
medical guides :
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DUTY CHECKLIST:

Section: Medical Team

Personmel: First-aid trained staff and volunteers

Respopsibilities:
0  Use approved safety equipment and techniques.

Start-Up Actions:
Obtain & wear personal safety equipment including latex gloves.
Check with Medical Team Leader for assignment.

oo

Operational Duties:

Administer appropriate first aid.

Keep accurate records of care given.

Continue to assess victims at regular intervals,

Report deaths immediately to Medical Team Leader.

If & when transport is available, do final assessmentand document on triage tag. Keep and file
records for reference—do not send with victim.

Student’s Emergency Card must accompany student removed from campus to receive advanced
medical attention. Send emergency out-of-area phone number if available.

0O Oooogodl

Triage Entry Area:
0 Staffed with minimum of 2 frained tearn members, if possible.
o One member confirms triage tag category (red, yellow, green) and directs to proper treatment
area. Should take 30 seconds to assess — no treatment takes place here. Assess if not tagged.
o Second team member logs victims® names on form and sends forms to EOC as completed.

Treatment Areas (“Immediate” & Delayed™)

Staff with minimum of 2 team metnbers per area, if possible.

One member completes secondary head-to-toe agsessment.

Second member records information on triage tag and on-site treatment records.
Follow categories: Immediate, Delayed, Dead

When using 2-way radio, do not use names of injured or dead.

opoooa

Closing Downs
{1 Return equipment and unused supplies to Logistics.
[1  Clean up first aid area. Dispose of hazardous waste safely.
[l Complete all paperwork and turn into the Documentation Unit.

Equipment/Supplies Recommended:

First Aid Supplies Job description clipboards, marking pens, Stretchers
Blankets

Staff and student medication from Forms: Notice of First Ald Care, Medical Treatment Victim

health office Log or backboards:

Vests, if available Quick reference Stretchers Blankets, Tables & chairs, Ground cover/tarps
_medicalguides
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DUTY CHECKLIST:

Section: Medical Branch Morgue

Persoanel: To be assigned by the Operations Chief if needed.

Start-Up Actions:

Operational Duties:

Closing Dowmn:

0
O
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Check with Operations Chief for direction.

If directed, set up morgue avea. Verify:

o Tile, concrete, or other cool floor surface
Accessible to Coroner’s vehicle

Remote from assembly area

Security: Keep unauthorized persons out of morgue.
Maintain respectfu! attitude.

o 0 00

After pronouncerment or determination of death:

Coufirm that the persen is actyally dead.

Do not move the body until directed by Command Post (EOC).

Do not remove any personal effects from the body. Personal effects must remain with the body af
all times.

As soon as possible, retify Operations Chief, who will notify the EGC, who will attempt to
notify law enforcement authorities of the location and, if known, the identity of the body. They
will notify the Coroner.

Keep accurate records and make available to law enforcement and/or the Coroner when
requested,

Write the following information on two tags.

o Date and time found.

o Exact location where found.

o Name of decedent if kmown.

o) If identified-—how, when, by whom.

o Name of person filling out tag.

Attach one tag to body.

If the Coroner’s Office will not be able 1o pick up the body soon, place body in plastic bag(s) and
tape securely to prevent unwrapping. Securely atiach the second tag to the outside of the bag,
Move body to morgue.

Place any additional personal belongings found in a separate container and label as above. Do not
attach to the body—store separately near the body.

After all bodies have been picked up, close down the Morgue.
Clean up area. Dispose of hazardous waste safely.
Complete all paperwork and turn into the Documentation Unit.

Equipment/Supplies Recommended:

Tags Vicks Vapor Rub

Pens/Pencils, Plastic tarps

Plastic trash bags Stapier

_ Ducttspe 2"clothtape
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DUTY CHECKLIST:
Section:  Student Care (73 MR ""’li“‘ gn_,—rg@a,:b

Personnel: Classroom teachers, substitute teachers, and staff as assigned.
Respensibilities: Ensure the care and safety of all students on campus except those who are in the Medical Treatment Area,

Start Up Actions:

Wear identification vest if available.

Take job description clipboard, & radio.

Check in with Operations Chief for situation briefing.

Assign personnel fo assignmenis as needed.

if school is evacuating:

o Verify that the assembly area and routes fo it are safe.

o Count or observe the classrooms as they exit, to make sure that all classes evacuate,
0 Initiate the set-up of portable toilet facilities and hand-washing stations.

npoooo

Operational duties:
Monitor the safety and well being of the students and staff in the Assembly Area.
O Administer minor first aid as needed.
~eeelT= Support the Student Release process by releasing students with appropriate paperwork. 2F - vsr.ey

[0 When necessary, provide water and food to students and staff.
[1 Make arrangements for portable toilets if necessary, ensuring that students and staff wash their
hands thoroughly to prevent disease.
[0 Make arrangements to provide shelter for students and staff.
[J  Arrange activities and keep students reassured.
1  Update records of the number of students and staff in the assembly area (or in the buildings).
I3 Direct all requests for information to the PIO.
Closing Downs:
1 Return equipment and reusable supplies to Logistics.
1 When aunthorized by IC, close out all logs. Provide logs and other relevant documents to the
Documentation Unit.
Bguipment/Supplies:
Vest, campus 2-way radio Clipboard with job description
Ground cover, tarps First aid kit,
Forms: Student Accouanting Water, food, sanitation supplies
Notice of First Aid Care
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-
PUTY CHECKILEST:
Section: Studemt Re%ﬁgf@ﬁ - w@@

SToonrT S=Ro S &S awwm BesgonrTiorf 1 bwmssm--
Persomnel: Schosl-Seceatary, available staff and disaster vo{unteers Use buddy system. Student rocess is

supported by EFHRNers.
C CroEP IS mmaBeasil “.}r&um 'Sammasﬁ -

Responsibilities: Assure the remification of students vei
EECE D sistl

e oo ultthrough controlled exit area ,
Start-Up Actions:

Obtain and wear vest or position identifier, if available.

Check with Operations Chief for assignment to Request Gate or Release Gate.

Obtain necessary equipment and forms from Logistics.

Secure area against unanthorized access. Mark gates with signs,

Set up Request Gate at the main student access gate. Use alphabetical grouping signs to organize
parent requests.

Have Student Release Forms available for parents outside of fence at Request Gate. Assign
volunteers to assist.

Set up Release Area some distance from Request Area.

O @O ooonoo

Operational Duties:

0

Follow procedures outlined below to ensure the safe reunification of students with their parents
or guardians,

Refer all requests for information to the Public Information Ofﬁcear. Do not spread
rumors! If volunteers arrive to help, send those with Disaster Volunteer badges with photo ID.
to Logistics. If they are not registered (do not have badges), direct them to a branch library to
register.

Procedures:

Requesting adult fills out Student Release Form, gives it to staff member, and shows
identification.

Staff verifies identification, pulls Emergency Card from file, and verifies that the requester is
listed on the card.

Staff instructs the requester to procesd to the Release Gate,

If there are two copies of the Emergency Cards (one at each gate), staff files the Emergency Card
in the out box. If there is only one copy, runner {akes the card with the Student Release Form,
and staff files a blank card with the student’s name on it in the out box.

O Runner takes form{s) to the designated classroom.

oo o o

Note: If a pareni refuses to wait in line, don’t argue. Note time with appropriate comments on
Emergency Card and place in out box.

If student is with class:

Runner shows Student Release Form to the teacher

Teacher marks box, “Sent with Runner,”

If appropriate, teacher sends parent copy of first 2id form with the runner.

Runner walks student(s) to Release Gate.

Rumner hands paperwork to release personnel.

Release staff match student to requester, verify proof of identification, ask requester to fill out
and sign the lower portion of Student Release Form, and release student. Parents are given the
Notice of First Aid Care Given, if applicable.

gopooOooog
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If student is not with the ¢lass:
Teacher makes appropriate notation on Student Release Form:
“4hserst” if student was never in school that day.
“First Aid” if student is in Medical Treatment Area.
% “Missing” if student was in school but now cannot be located.

Runner takes Student Release Form to EOC.

0 EOC verifies student location if known and dird omimnar ég&ﬁiyf

[ If runner is retrieving multiple students and orlé or mord are missing, walk available students to

Release Gate before retuming “Missing” forms to BOC for verification.

Parent should be notified of missing student status and escorted to crisis counselor.
If student is in first aid, parent should be escorted to Medical Treatment Area.
If student was marked absent, staff member will notify parent.

Closing Down:
[1 At the direction of the Operations Chief, return equipment and unused supplies to Logistics.

O Complete all paperwork and turn into the Documentation Unit.

Equipment/ Supplies Recommended:
Job description clipboards
Pens, stapler Box (es) of Emergency Cards
Signs to mark Parent Request Gate and Release Gate
Signs for alphabetical grouping to organize the parents (A-F, etc.)
Empty file boxes to use as out boxes
Forms: Student Release Form (copies for every student)
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DUTY CHECKLIST:

Section: Yinance/Administration Chief

Responsibilities: The Finance/Adminisiration Section is responsible for financial tracking, procurement, and cost analysis
related to the disaster or emergency. Maintain financial records, track and record staff hours.

Start-Up Actions:

Check in with Incident Commander (¥C) for situation briefing.

Put on position identifier, such as vest, if available.

Locate and set up workspace.

Check in with the Documentation Clerk to collect records and information, which relate to
personnel time keeping and/or purchasing.

opoo

Operational Duties:

Assume the duties of all Finance/Administration positions until staff is available and assigned.
As (or if) staff is assigned, brief them on the situation and supervise their activities, utilizing the
position checklists.

oo

Closing Down:

At the ¥C’s direction, deactivate the section and close out all logs.

Verify that closing tasks of all Finance/Administration positions have been accomplished. Secure
all documents and records.

o

Equipment/Supplies:
Job description clipboard
Paper, pens
Forms: Staff Duty Log
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DUTY CEECKLIST:

Sectiom: Timekeeping

Responsihilities: This unit is responsible for maintaining accurate and complete records of staff hours.

Start-Up Actions:

|

]

it

(i
Operational Dutiss:

E]

|

|
Closing Down:

0

O

Eguipment/Supplies:

Check in with Finance/Administration Chief for situation briefing.

Put on position identifier, such as vest, if available.

Locate and set up workspace.

Check in with the Documentation Clerk to collect records and information, which relate to
personnel time kesping.

Meet with Finance/Administration Chief to determine process for tracking regular and overtime
of staff.

Ensure that accurate records are kept of all staff members, indicating hours worked.

If district personnel not normally assigned to the site are working, be sure that records of their
hours are kept.

Close out all logs.
Secure all documents and records.

Job description clipboard
Paper, pens
Forms: Staff Duty Log
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DUTY CHECKLIST:

Section: Finmance/Administration Paerchasing

Responsibilities: This unit is responsible for maintaining accurate and complete records of purchases. Most purchases wiil
be made at the district level; however, in emergency situations, it may be necessary for school sites to
acquire certain items guickly.

Start-Up Actions:
0
O
O
M
Operational Duties:
O
(W]
Closing Down:
0
ol

Check in with Finance/Administration Chief for situation briefing.

Put on position identifier, such as vest, if available.

Locate and set up workspace.

Check in with the Documentation Clerk to collget records and information, which relate to
purchasing,

Meet with Finance/Administration Chisf to determine process for tracking purchases,
Support Logistics in making any purchases, which have been approved by the Incident
Commander,

Close out all logs.
Secure all documents and records.

Equipment/Supplies Recommended:
Job description clipboard
Paper, pens
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CHAPTERS

Emergency Telephone Numbers
6666 - Campus Safety Emergency Line
911 Fire/Police Department

Most emergencies only involve part of the campus. In most cases these emergences do not require the
activation of the EOC and are handled directly by Campus Safety. A major earthquake, fire or other
major incident would require the activation of the EOC and use of the SEM/NIMS protocol. General
emergency procedures are covered in this chapter.

CAMPUS SAFETY

Enforces laws, rules and regulations

Provides security for facilities and resources

Controls vehicular and pedestrian traffic

Assists in search and rescue operations and directed evacuations
Enforces traffic regulations

Coordinates campus-wide traific conirol

Assists in hazardous material spills

2 & @& b & 9 @

COORDINATOR, DISABLED SERVICES
Coordinates the required services/needs of disabled persons
EVENINGS AND SATURDAYS

o During evening hours and on Saturdays, the Evening Administrator or Saturday Coordinator
shall be responsible for disaster and emergency procedures, and for directing the Emergency
Operations Center.

>  The senior manager on duty in the Office of Academic Services shall be responsible for
instructional areas. He or she shall designate other mentbers of the management and the faculty
and staff to assist him or ber in the evacuation of buildings and in carrying out other procedures
to safeguard students, faculty and staff.

»  Special Staging Areas may be designated in addition to the areas stipulated on the campus map
(These areas will be determined by the Incident Commander in coordination with available staff
members.)

AFTER CAMPUS IS CLOSED

o  Campus Safety/Security will assume responsibilities.

» When the college isn’t in session and administrators are not present, the officer (s) on duty are
authorized to call for police assistance in matters of severe emergencies. All emergency matters
will be communicated to the IC.
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When evacuation is necessary:

1.

2.

10 g0

Occupants will leave their buildings immediately by the nearest exit. In each classroom and
building, a chart is posted identifying the appropriate evacuation route from the building.
Personnel designated by the IC will assist district employees, students and campus visitors and
will ensure that evacuation instructions are carried out according to building evacuation plans.
Occupants will evacuate to designated “Staging Areas” around the campus as shown on the
campus maps :

Evacuation of disabled persons will be given high priority in all emergencies; they will be
evacuated in accordance with the appendix “Persons with Disabilities”. Elevators are not to be
used.

EOC personnel may request faculty assistance. Based on specific circumstances, EOC personnel
will designate the safest evacuation routes for special populations.

If total evacuation from the campus is necessary, the IC will give specific instructions for a safe
evacuation procedure at that time.

The IC will dispatch available emergency personnel and apperatus to the emergency scene;
Emergency alerting will ocour by utilizing the campus wide fire alarm system;

Support staff available on campus will be notified by EOC and will report to assigned areas and
stand by.

On-Campus Evacuation

1.

If only on-campus is necessary (L. e., the emergency is coufined to a specific area and people are
not required to leave campus), evacuated persons will remain at location(s) until and “all clear”
sign is given by the IC.
Areas on campus have been designated as “Staging Areas

1. PE field area

2. Foorball Stadium

3. Tenmis courts

4, Parking lots, Hesperian Street side

5. Parking lots, Depot Street side
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Off-Campus Evacuation

1.

If evacuation from campus is necessary, the IC will at the time designate evacuation routes. A
future shelter site, if appropriate, may be designated at this time. If the emergency occurs during
school/office hours, the IC will activate the outlined alert and warning procedures. EOC
persormel will make these required calls. Persons contacted will be given general instructions
and advised to aid in the evacuation of persons in their particular area of responsibility or general
location. Public safety personnel may request additional telephone calls by those contacted.

Pedestrians/ Vehicle Traffic

Campus Safety/Security or other designated emergency personnel will inform other persons on campus
of evacuation instructions by utilizing available communication systems (bulthorns, building fire alarms,
runners, etc.) as appropriate to the specific situation.

Al Clear

1.

The IC will coordinate an “all clear” sign via runners or voice command

2. Telephone notification by EOC personnel upon direction from IC
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Teachers/Site Staff or Person Aware of Earthquake:

Keep calm don’t run or panic, remain where you are

If indoors, stay indoors. Seek sheiter under sturdy furniture, sit or stand against an

inside wall or inside doorway. Stay near the center of the building. Stay away from
windows and outside doors

Do not attempt to leave building unless instructed

Do not use candles, matches, or other open flames

After shaking stops, check for injuries and give first aid if qualified

Evacuate building if told to do so. (activating the evacuation alarm will 2id in alerting
all persons in building to evacuate}

Stay away from overhead and downed power lines .
Do not re-enter building unless cleared to do so (you will be advised when it is safe to re-enter)

Stay alert for aftershocks

Browp and Cover Procedure

Inside Building

1.

2.

Get under desk or table or other sturdy furniture with back to windows and hold

onto furniture

If no furniture is available, place yourself in a corner with back against a wall away from
windows, then, drop to knees, clasp both hands behind neck, bury face in arms, make body as
small as possible, close eyes and cover ears with forearms

3. If notebooks or jackets are handy, hold over head for added protection
4.
5. Maintain position until shaking stops

Stay away from windows, bookeases, or other heavy objects

Outside Building:

1. Assume DROP AND COVER position in an open space
2. Maintain position until shaking stops

3.

4. Do not enter building until it is determined to be safe

Move away from buildings, trecs, overhead wires and poles

Activation of Incident Command System (ECS):

I.
2.

Activate the ICS as needed (see chapter 3)
If required, Site Administrator or Campus Safety will activate the Emergency

Operations Center (EOC)

Al Clear Sign

1.
2.

When the emergency is over, the “ALL CLEAR?” sign will be given (by voice or by phone)
Do not re-enter any building without authority from the fire department or campus Staff in
charge
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Teachers/Site Staff or Person Discovering Fire:

1.
2.
3.
4.
5.
6.

Alert others in immediate area

Sound building fire alarm

Call 911 to report fire

Call Campus Safety to report fire

Attempt to extinguish fire if the fire is small and you are qualified to use fire extinguisher
Evacuate to outdoor assembly area away from building and vehicle traffic paths

Canﬁﬁms Safety/Security or EOC

1. Conduect fire suppression/ rescue (if the fire department is not readily available);
2. Secures the immediate area '

Activation of Incident Command System (ICS):

1. Activate the ICS as needed (see chapter 4)

2. If required, Site Administrator or Campus Safety will activate the Emergency Operations Center
(ECO)

All Clear Sign

1. When the emergency is over, the “ALL CLEAR” sign will be given (by voice or by phone)
2. Do not re-enter the building without authority from the fire department or campus Staff in charge
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Teachers/Site Staff or Person Discovering Incident:

Alert others in immediate area

Activate building fire alarm system

Call 911 to report explosion

Be aware of possible secondary explosive devices

Call Campus Safety to report incident

Evacuate to outdoor assembly area away from building and vehicle traffic paths

AR B

Campus Safety/Security or EOC

1. Secures the immediate area
2. Requests further notifications be made and/or determines if evacuation is required.

Activation of Incident Command System (ECS):

1.  Activate the ICS as needed (see chapter 4)

2. Ifrequired, Site Administrator or Campus Safety will activate the Emergency Operations
Center (EOC)

Al Clear Sign

1.  When the emergency is over, the “ALL CLEAR” sign will be given (by voice or by phone)

2. Do not re-enter the building without authority from the fire department or campus Staff in
charge
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Teachers/Site Staff or Person Discovering Gas Leak:

1. Assess situation and determine if evacuation is needed

2. If evacuation is needed, alert others in immediate area and evacuate to outdoor assembly area
away from building and vehicle traffic paths (do not use elecironic devices or activate building
alarm system since any electrical spark could cause an explosion)

3. Keep down wind of any toxic fumes

4, Call Campus Safety to report leak

Campus Safety/Security or EOC

Call Maintenance and Operations

Call PG&E

Open windows and doors to ventilate gas fumes
Shut off gas valve as needed

Lol el a i

Activation of Incident Command System (ICS):

1. Activate the ICS as needed (sce chapter 4)

2. Ifrequired, Site Administrator or Campus Safety will activate the Emergency
Operations Center (EOC)

AR Clear Sign if the building was evacuated:

1. When the emergency is over, the “ALL CLEAR” sign will be given (by voice or by phone)
2. Do not re-enter the building without authority from the fire department or campus Staff in charge
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Teachers/Site Staff or Person Discovering Spill:

1.
2,
3.
4,
3.

6.

Assess situation and determine if evacuation is needed

Call Campus Safety to report spill

Remain inside building unless told to evacuate

Call the Fire Department to report significant spills that require evacuation of building

If evacuation is needed, alert others in immediate area and evacuate to outdoor assembly area
away from building and vehicle traffic paths (do not use electronic devices since any electrical
spark could cause an explosion)

Keep down wind of any toxic fumes

Campus Safety/Security or EGC

Set up a perimeter around spill area and keep people out

Campus employees that are qualified, should clean up small spills. Wear personal protective
equipment (i.e., rubber gloves, eye protection ete.) before cleaning up a chemical spill)

If called, direct the Fire Department or outside emergency response clean up crew to the spill
location

Activation of Incident Command System (ICS):

1.
2.

Activate the ICS as needed (see chapter 4)
If required, Site Administrator or Campus Safety will activate the Emergency
Operations Center (EGC)

Al Clear Sign if the building was evacuated:

1.
2,

When the emergency is over, the “ALL CLEAR” sign will be given (by voice or by phone)
Do not re-enter the building without authority from the fire department or campus Staff in charge
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Teachers/Site Stéff or Person Discovering power failure:

1. Assess situation and determine if evacuation is needed
2. Call Campus Safety to report power loss

Remain inside the building unless told to evacuate

1. Remain inside building unless told to evacuate
2. Use the buddy system when going to the restroom
3. Use flashlights when available and do not use candles

Evacuation of Building

1. If evacuation is needed, evacuate to outdoor assembly area away from building and vehicle
traffic paths
2. Turn off computers and other electronic devices prior to leaving building

Campus Safety/Security or EQOC

1. Call Maintenance and Operations

2. Call PG&E

3. Provide additional lighting if available (flashlights, portable lighting plugged into emergency
generator, etc.)

4. Patrol campus to ensure safety of students and staff

Activation of Incident Command System (3CS):

1. Activate the ICS as needed (see chapter 4)

2. IHrequired, Site Administrator or Campus Safety will activate the Emergency
3. Operations Center (EOC)

All Cleay Sign if the building was evacuated:

1. When the power is restored, the “ALL CLEAR” sign will be given (by voice or by phone)
2. Do not re-enter the building without anthority from campus staff in charge
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Person Receiving Calls

Listen — Do Not interrupt caller

IT possible alert Site Administrator by a re-arranged signal while the caller is on the lins

Notify Campus Safety and Site Administrator immediately after completing the call

Call 911 if advised by Site Administrator

Complete Bomb Threat Checklist (see following page)

Do not make any radio or cell phone transmissions

Evacuate building if instructed by Site Administrator (do not activate fire pull or any other
electrical devices

N LR WN

Evacuation of Building

1. If there appears to be imminent danger, evacuate building

Campus Safety/Security or EQOC

1. Call 811 to report bomb threat ’

2. Initiate search if directed by Site Administrator. If no evacuation is called, the Site
Administrator may elect to search the campus for suspicious objects.

3. Patrol campus to ensure safety of students and staff

Activation of Incident Command System {JCS):

1. Activate the ICS as needed (see chapter 4)

2. Ifrequired, Site Administrator or Campus Safety will activate the Emergency

3. Operations Center (EOC)

All Clear Sign if the building was evacuated:

1. When the power is restored, the “ALI, CLEAR” sign will be given (by voice or by phone)
2. Do not re-enter the building without authority from campus staff in charge
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Person Receiving Call Completes the Following

1. Date & time call received:

2. Exact words of person making threat (ask caller 1o repeat what he or she said ¢

you repeat that?)
Questions to ask caller:

T'm, sorry, could

When is the bomb going to explode?

Where is the bomb right now?

What kind of bomb is it?

What does it look like?

Why did you place the bomb?

What is your name-what do you want to be called?

What is your address?

PN B LN

Where are you calling from?

Sex of caller M/F Age Accent

| Callers Voice. Check all that are appropriate

Length of call

Calm Laughing Lisp Distinguished

Angry Crying Raspy Accent

Excited Normal Deep Whisper

Slow Distinct Ragged Soit

Rapid Shurred Clearing throat Nasal

Deep Stuiter Cracking voice Loud Breathing
Familiar? Whom did it sound like?

Background Sounds. Check all that are appropriate

Street noises House noises Dishes banging

Static Adult voices Children’s voices

Local call Long distance

PA systems Factory noises

Rapid Phone booth

Language Used. Check all that are appropriate: -

Educated Incoherent Irrational

Foul/Swearing Message read by caller Message taped

Other, write anything else not covered above on a separate sheet

Signature of employes taking the call:

Position: Department:

Work Phone: Date:
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Teacher/Staff or Person Discovering Incident:

1.

Give DROP Command (personnel will seek available shelter under or in back of 2 desk/table or
other solid object out of the line of fire)

2. Keep staff and students away from windows and doors Lock Down Facilities
3.
4. Keep Campus Safety/Police informed of location of shooter but do not put you in harms way

Notify Campus Safety and Site Administrator immediately then call 911 and if advised,

Evacuation of Building

L.

Evacuate building if instructed by Police, Site Administrator or other authority and move to
designated assembly area

Campus Safety/Security or EOC

1.
2.

3.

4.

5.
6.

Call 911 to report incident
Campus Safety, Administrator or EOC will attempt to determine or pinpoint the location of the

suspect(s) and report such 10°911”.

Determine:
Suspect location Race, sex, ht., wt., hair color, clothing
description
Associated vehicles | Associated persons
Weapons/devices

Avoid direct confrontation with shooter, leave this up to the police and keep constant
surveillance until police arrive

Remove people from line of fire
If safe, administer first aid as needed

Activation of Incident Command System (ICS):

1.
2.

Activate the ICS as needed (sse chapter 4)
If required, Site Administrator or Campus Safety will activate the Emergency
Operations Center (EOC)

All Clear Sign if the building was evacuated:

1.

2.

When the incident is over and the police release the campus/building, the “ALL CLEAR” sign
will be given (by voice or by phone)

Do not re-enter the building without authority from campus staff in charge
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Teacher/Staff or Person Discovering Incident:

1. Do not attempt to confront suspect(s)

2. Notify Campus Safety and Site Administeator immediately then call 911 and if advised,
Lock Down Facilities

3. Keep Campus Safety/Police informed of location of suspect but do not put you in harms way.

Evacuation of Building

1. Evacuate building if instructed by Police, Site Administrator or other anthority

Campus Safety/Security or EOC

1. Call 211 to report incident

2. Campus Safety/Security personnel will keep attempt to secure area where barricaded person(s)
are and keep others away

3. Avoid direct confrontation with shooter, leave this up to the police and keep constant
surveillance until police arvive

Activation of Incident Command System (ICS):

1. Activate the ICS as needed (see chapter 4)

2. Ifrequired, Site Administrator or Campus Safety will activate the Emergency

3. Operations Center (EQC)

Al Clear Sign if the building was evacuated;

1. When the incident is over and the police release the campus/building, the “ALL CLEAR” sign
will be given (by voice or by phone)

2. Do not re-enter the building without authority from campus stail in charge
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Report disruptive circumstances to Campus Safety and Site Administrator
Keep Campus Safsty/Police informed of location of demonstrator(s) but avoid direct
confrontation

3. Lock doors if disturbance is outside.
4.
5. Remain inside building, unless instructed otherwise by Site Administrator or Police

Have all students/staff leave the immediate area of disturbance

Evacnation of Building

L.

Evacuate building if instructed by Site Administrator

Campus Safety/Security or EOC

1.
2.

3.

If advised by Site Administrator or if the suspects(s) become violent, call 911 to report incident
Campus Safety will confront demonstratox(s) unless their safety is at risk. Wait for police to
arrive if the safety of staff can not be assured

Attempt to record all incidents via photography or videotape

Activation of Incident Command System (ICS}:

1.
2.

Activate the ICS as needed (see section)
If required, Site Administrator or Campus Safety will activate the Emergency
Operations Center (EOC)

All Clear Sign if the building was evacuated:

1.
2.

When the incident is over the “ALL CLEAR” sign will be given (by voice or by phone)
Do not re-enter the building without authority from campus staff in charge
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Site Administrator or Person Discovering Crash:

Assess situation and determine if an evacuation is necessary. Secure immediate impact area
Call 911 to report crash

Call Campus Safety to report crash

Evacuate to outdoor assembly area as needed (use the fire alarm system to evacuate building)
Move down wind from smoke/fire

el el

Campus Safety/Seeurity or EOC

1. Conduct fire suppression/ rescue (if the fire department is not readily available);
2. Secures the immediate area
3. Request further notifications be made and/or determines if evacuation is required.

Activation of Incident Command System ({CS):

1. Activate the ICS as needed (see chapter 4)
2. Hfrequired, Site Administrator or Campus Safety will activate the Emergency Operations Center

(EOC)
Al Clear Sign

3. When the emergency is over, the “ALL CLEAR” sign will be given (by voice or by phone)
4. Do not re-enter the building without authority from the fire department or campus Staff in charge
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Person Discovering Suspicious Letter or Package:

I.
2.
3.
4.

Do not shake or open any suspicious envelope/package,

Notify Campus Safety and the Site Administrator

Place envelop/package in a plastic bag or other type of container to prevent leakage of contents
If container is unavailable, cover with anything (e.g., clothing, paper, trash can, etc.) and do not
remove cover

Leave room and close door, or section off area to prevent others from entering

Wash hands with soap and water to prevent spreading any powder to face.

List all people in the room or area when letter or package was recognized. Give the list to Jocal
public health authorities and law enforcement officials for follow-up investigations and advice.

N

Envelop with Powder or Powder Spills on 2 Surface:

Do not try to clean up the powder

Leave the room and close the door to prevent others from eniering

Notify Campus Safety and the Site Administrator

Wash hands with soap and water to prevent spreading any powder to face.

Remove heavily contaminated clothing as soon as possible and place in a sealable plastic bag
Shower with soap and water as soon as possible. Do not use bleach or other disinfectant on skin
List all people in the room or area especially those people in contact with powder. Give the list
to local public health authorities follow-up investigations and advice.

NN W

Possible Room Contamination by Aerosol

Turn off local fans or ventilation units in the area

Leave the area immediately

Close the door or section off the area to prevent others from entering

Report the incident to Site Administrator

Shut down air handling systems in the building if possible

List all people in the room or area especially those people in contact with powder. Give the
list to local public health authorities follow-up investigations and advice.

Sl el a e
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Froad

Campus Safety/Security @r

Secures the immediate area and keep anyone from entering

EOC

Call 911 if the material cannot be identified or if persons in area are showing symptoms of over
exposure or other health problems,
Requests further notifications be made and/or determines if evacuation is required.

Provide list of people who were in contact with powder to Police and Health Authorities

Activation of Incident Command System (FCS):

1. Activate the ICS as needed (see chapter 4)

2. If required, Site Administrator or C

Center (EOC)

How to identify Suspicious Letters or Packages:

ampus Safety will activate the Emergency Operations

o Excessive postage @ Lopsided or uneven Handwritten or poorly typed
envelop addresses
0 Protruding wires or o Incorrect titles Excessive security material such
aluminum foil as masking tape, string, etc.
o Title, but no name 0 Visual distractions Misspellings of common words
o Ticking sound o Oily stains, Marked with restrictive
discolorations or odors endorsements, such as
“Personal” or “Confidential”
O No return address @ Shows a city or state in
the postmark that does
not match the return
address
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CHAPTERS

ASSISTING PERSONS WITH DISABILITIES Wheelchair Users
° Ifin immediate danger, do not evacuate disabled people in wheelchairs. Wheel chairs will be
retrieved later. Always consuit the assisted person in regard to:
o Ways of being removed from a chair
o The number of people need for assistance
o Whether to move or extend extremities when lifting because of pain, catheter leg bags,
braces, spasticity ete.

o If a seat cushion or pad should be brought along if removed from a chair
© Being carried forward or backward on a flight of stairs
0

° If you and/or others cannot safely carry a person up/down stairs
o Position the person in the safest place possible
o Alert emergency personnel of the person’s location

© Be familiar with designated areas of refuge and location of evacuation equipment for
wheel chair users

o The area of refuge in the building is

o The area of refuge in the building is

o The area of refuge in the building is

Mobility Impaired-Nen Wheelchair users
®* Do not interfere with person’s movement
® Clear displaced and fallen objects from egress routes
¢ Ifthe stairs are crowded you may act as a buffer

Visual Impairment
¢ Tell the person the nature of the emergency and offer to guide them by offering your elbow. DO
1ot grasp a visually impaired person’s arm.
* Give verbal instructions to describe the safest route, estimated distances and direcfional terms
* Asyou walk, tell the person where you are and advise of any obstacles, stairs, uneven pavement,
curbs and narrow passageways
® Some individuals may have guide dogs that may become disoriented during an emergency

Persons with Service Animals
° Do not pet or offer food or water without the permission of the owner
® Plan for the service animal to be evacuated with the owner
* Inthe event you are asked to handle the service animal while assisting the individual, hold the
leash and not the harness if present

Deaf and Hard of Hearing
¢ Get attention of the person by touch and eye contact
®* Write a note stating what the emergency is and what the evacuation route is
®  Turn the room lights on and off and indicate through gestures or writing on the blackboard what is
happening and where to go
® Face the person and speak in short sentences

O rgeavorou - T



Learning Disabled

° During an evacuation, be patient, giving instructions slowly and clearly
*  Offer to accompany them as their sense of direction may be limited

Psychologically Bisabled

®  Understand that the person may have difficulties in concentrating, handling stress and initiating
personal contact

° Help reduce stress during an emergency by
O Offering to escort the person through the emergency
0 Giving clear and simple instructions

Developmentally Disabled

® Be aware that they may be unable to understand the emergency and may become disoriented or
confused as to the proper way to react

°  Give instructions clearly and slowly
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APPENDIX A
Emergency Call List (key personmel)

The Emergency Call List is located at the EOC, Security Office, Switchboard and Evening Duty
Administrative Office.

Personnel who will report to the EOC, if activated, are as follows:
° President |
® VP of Student Personnel Services
¢ Dean of Student Services
® VP of Business Services and Administration?
° VP of Academic Affairs
©  Dean of Instruction
® (Campus Safety Director
® Assistant Supervisor of Grounds

®  Assistant Maintenance Supervisor
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APPENDIX B
BUILDING MONITORS

Building Monitors are responsible for coordinating the following within their assigned building (s).
1. Assames the responsibility for the overall safety of people in their building

2. Determines the status of individuals in the building (number present, number injured, and
number disabled)

3. Informs Plan Director of the status of the people in the building and, if required, sounds
the building’s fire alarm system ‘

4. Coordinates the orderly evacuation of the building. Peopleareto be  evacuated to
“Staging Areas”, as designated on the campus maps and stay in the assigned staging
areas.

5. Establishes and supervises the initial first aid until CaMPUSs SMErgency response
personnel or an outside medical team arrives. Emergency first aid kits are available for
this use.

6. Continues to keep the EOC apprised of the status and needs of his/her building and
people.

In evacuation, first priority should be given to persons with disabilities. Any disabled
person requiring assistance for evacuation will be identified to the EOC so that a
college vehicle can be sent to assist the individual

Extreme caution should be observed when moving the injured. Resource office
persennel will assist the Building Mowitor in removing the infured from the building
and in removing trapped victims.

Evenings

During evening hours and on Saturdays, the Duty Administrator shall be responsible for
disaster and emergency procedures, and for directing the Emergency Operations Center. The
senior manager on duty in the Office of Instruction shall be responsible for instructional
areas. He or she shall designate other members of the management and the faculty and staff
to assist him or her inthe evacuation of buildings and in carrying out other procedures to
safeguard students, faculty and staff, Campus Safety  Personnel will be dispatched to these
locations. Special Staging Areas” may be designated in addition to the areas stipulated on
the campus map.

Campus Safety will assume responsibilities when the college is not in session and
administrators are not present. The officer (s} on duty are authorized to call for police
assistance in matters of severe emergencies.
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APPENDIX C

HOMELAND SECURITY
ADVISORY SYSTEM

Adapted for Alameda County Schools
by the Alameda County Office of Education
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Homeland Security Advisory System
(Adapted for Alameda County)

The Homeland Security Advisory System provides a comprehensive and effective

means to disseminate information regarding the risk of terrorist acts to F ederal, State,

and local authorities and to the American people. This system provides warnings in the form of a set of
graduated "Threat Conditions" that increase as the risk of the threat increases. At each Threat Conditien,
Federal departments and agencies would

iraplement a corresponding set of "Protective Measures" to further reduce vilnerability

or increase response capability during a period of heightened alert.

The foliowing protective measures are general guidelines for schools. I the event that the threat fevel
increases to RED, school districts may or may not need to take
speecific protective action. The nature of the emergency will dictate the response,

Threat Conditions and Recommended Protective Measures

The following Threat Conditions each represent an increasing risk of terrorist attacks.
Beneath each Threat Condition are some suggested protective measures. Bach school distict is responsible for developing and implementing appropriate
specific emergency plans.
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This condition is declared when there is a low risk of terrorist aitacks. The tollowing
general measures should be considered in addition to any specific plans that are
developed and implemented:

° Assign the responsibility for action to the School Emergency Manager to ensure all checklist
items are completed.

* Refine and exercise as appropriate, school and district emergency plans.

*Train teachers and staff on the Homeland Security Advisory System and specific emergency
plans.

° Assess school sites for proximity and vulnerability to potential terrorist targets (i.e. Commercial
occupancies with potential hazards, utility companies, etc) updating plans as needed.

* Develop and implement security procedures, (Assign a member of the school staff to ensure that
this checklist jtem is completed).

* Conduct routine inventoriss of emergency supplies and medical kits.

* Include a weekly check of the generator when applicable,

* Know how to turn off water, power, and gas to your facilities.

« Budget for security measures, .

* Advise all personnel to report the presence of unknown suspicious persons,
vehicles, mail, and other suspicious activities.

* Develop visitor identification and sign in procedures,

* Arrange for staff members to take a First Aid/CPR course,

» Al schoo! keys should include the provision for "Do Not Duplicate"

* Review and update the Emergency Call-in List.
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This condition is declared when there is a general risk of terrorist attacks. All general
measures listed in green alert conditions should be taken, and the following general
measures should be considered, in addition to any specific plans that are developed
and implemented:

* Communicate the change in threat level to all staff members.

* Check and test emergency communications, coordinate with all school sites
and staff,

* Review and update emergency response procedures.

* Provide parents or guardians with any information that would strengthen a
school's ability to respond to a terrorist threat.

» Mark keys with "Do Not Duplicate”. (See Condition Green)

* Conduct routine perimeter checks of site, checking integrity of fencing, locks,
and ensuring appropriate security signage is in place.

* Review and update emergency call-in list.

* Review current emergency communication plan to notify parents in times of

smergency; disseminate information to families of students, staff, and faculty.

e Test your generator once per week,
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An EBlevated Condition is declared when there is a significant risk of terrorist attacks. All general
measwes listed in green and blue alert conditions should be taken, and the following measures should be
considered, in addition to any specific plans that are developed and implemented;

« Communicate the change in threat level to all staff members.

* Review whether the precise characteristics of the threat require the further
refinement of any current emergency plans.

* Implement, as appropriate, contingency emergency responss plans.

* Identify and monitor government sources for warnings.,

» Review mail handling, and delivery of packages procedure with staff

* Consider escorts for building visitors.

* Check site for potential hazards such as unattended packages, unauthorized vehicles, or
perimeter violations.

* Increase perimeter checks of site, check buildings for unattended packages,
and report any suspicions activity or circumstances to law enforcement immediately.

* Test your generator once per week,
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A High Condition is declared when there is a high risk of terrorist attacks. All general
measures listed in green, blue, and yellow alert conditions should be taken, and the
following measures should be considered, in addition to any specific plans that are
developed and implemented;

* Communicate the change in threat level to all staff members,
° Identify the need for any additional security and coordinating efforts, if necessary, with your
local Emergency Manager.
° Be alert to parent, staff, student concerns to determine when/how to communicate.
a. Communication should focus on reassurance that school js safe place
i. Reminder - schools have existing safety plans
ii. Reminder - schools practice their safety procedures
ili. Reminder - schools have an outstanding ongoing working relationship with law
enforcement and excellent communication networks,
* Evaluate school events and take additional precautions, if necessary,
* Consider assigning mental health counselors for stucents, staff and faculty, if
needed.
¢ Discuss student's fears concerning possible terrorist attacks and offer available resources.
* Consider reducing site ingress and egress points o an absolute minimum.
* Refuse access to people who do not have identification or a legitimate need to enter the site,
° Inspect all deliveries; restrict parking near buildings, and report suspicious vehicles to local law
enforcement.
* Consider parking controls or special restrictions at all sites
* Test your generator once per week.
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A Severe Condition reflects a severe risk of terrorist attacks. Under most circumstances, the pretective
measures for a Severs Condition are not intended to be sustained for substantial periods of time. The
Alameda County Emergency Operations Center, located at 4985 Broader Bivd. Dublin, will be occupied
initially during the first 24 hours of a RED threat level. (Continued operation will be determined on an
as-need basis.)

The Alameda County Office of Education will provide staff at the Alameda County Office of
Emergency Operations Center to serve as a communication link and information clearinghouse to all
districts in the county. Information will be disseminated as warranted through mass e-mail, telephone, or
via amateur radio to the identified School Emergency Managers in each district.

All general measures listed in green, blue, yellow, and orange alert conditions should be taken, and the
following measures should be considered, in addition to any specific plans that are developed and
implemented:
* Make contact with your day-to-day local Emergency Manager or assigned contact to ensure a
reliable line of communication during the red level.
* Test communication lines - including e-mail link to ACQOE, telephone lines, or amateur radio.
* Make sure cellular phone is charged and ready along with adequate batteries for AM/FM
radios, pagers, etc.
© Communicate the change in threat level to all staff members,
* Monitor e-mails and telephone calls from the ALCO EQC for updates during crisis.
* Gather and provide related information to students, staff and parents.

a. review communication guidelines under Orange Threat Level
b. reminder - In the event of 2 RED threat level, school districts have a direct communication
link via amateur radio to the Alameda County Emergency Operations Center. They
receive timely, accurate information, from which to make decisions affecting the safety
and welfare of students.
* Assess the threat condition on a regular basis and evaluate whether any further protective
measures are needed.
* Consider canceling special events.
¢ Consider closing campuses, if necessary.
* Maintain close contact with your local Emergency Manager.
* Monitor all deliveries and mail to your buildings,
* Provide security for parking lots; deploy personnel to observe and report to Law Enforcement
to protect facility.
* Be prepared to Evacuate, Lockdown, or Shelter in Place if ordered.
* Ensure mental health counselors are available for students, staff and faculty.
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Listed below are wehsites that provide additional information.

http://www.ready gov

http:// ‘Www.whitehouse.gov
hitp// www.dhs.gov
bttp:// “WWw.nasponiine.org

http:/f'wwrw. fema.gov/
h@://www.oes.ca.gov/
bttp:/fwerw. bt.cde.cov/
htto://vwrerw fhi.gov/
Www.ACOE.k12.ca.us

ACOE POINT OF CONTACT:

Tom McGann
(510) 670-4110

This publication was adapted from a

Emergency Services.

Disaster Preparedness Information

White House

Federal Department of Homeland Security
National Association of School Psychologists

Federal Emergency Management Agency
California Office of Emergency Services
Centers for Disease Control and Prevention

Federal Bureau of Investigation

Alameda County Office of Education

ALCO SHERRIF'S POINT OF CONTACT:
Linda Shelton, Senior Coordinator

(925) 803-7803

plan developed by the Orange School District. It has been

reviewed by the Alameda County Sheriff's Office, and the Office of
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