Environmental Charter High School
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Emergency Preparedness Procedures
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Environmental Charter High School disaster preparedness plan shall be available to staff, students,
and the public in the main office of the school. The principal shall make certain that students and
staff are familiar with their disaster preparedness plan.

Release of Students

The following procedures shall be followed in the releasing of students in the event of an emergency

or disaster:

1. The Principal’s designee shall receive authorization from the Principal or designee before
releasing students.

2. Individual students shall not leave a school site without receiving permission from the
principal or designee.

3. Staff shall release students only to the persons authorized on the student emergency card.

4. Inthe absence of an emergency card or in an emergency in which reference to the
emergency card is impossible, individual students shall be released, upon presentation of
identification, to parents/guardians, persons authorized by the parents/guardians, or to
authorized persons representing public agencies that may take responsibility, when
necessary, for the safety of the student.

5. The Principal or designee shall record the release of all students.

Role of Staff

School staff is considered disaster service workers and are subject to disaster service activities
assigned to them. (Government code 3100)

During an emergency, staff shall fulfill the following roles:

1.
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The office manager or designee shall assume overall control and supervision of activities at

the school site during an emergency. He/she shall have authority to use discretionary

judgment in emergency situations, which do not permit execution of prearranged plans. The

principal or designee shall:

a. Direct evacuation of buildings

b. Arrange for transfer of students when their safety is threatened

c. Inform the Executive Director of all emergency actions taken as soon as possible

d. Schedule periodical fire drills and other disaster preparedness exercises and keep
appropriate records

e. Post directions for fire and civil defense drills in classrooms, multipurpose rooms, etc.




2. Teachers shall be responsible for supervision of students in their charge. Teachers shall:

a.
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Direct evacuation of students in their charge in accordance with the principal’s
instruction

Give the DROP command as necessary

Take attendance, stay with the students and provide supervision

Report missing students to the principal or designee

Send students in the need of first aid to the school nurse or a person trained to first
aid.

3. Principal shall be responsible for the use of emergency equipment, the handling of supplies
and the use of available utilities. Office Manager shall:

a.

b.
C.
d

Survey and report damage to the principal

Direct rescue operations as required

Direct fire-fighting effort until regular fire-fighting personnel take over

Control main shutoff valves for gas, water and electricity and ascertain that no hazard
results from broken gas, water mains or fallen electrical lines

Disburse supplies and equipment as needed

4. Office Staff shall:

a.
b.
C.
d.

Report a fire or disaster to the appropriate authorities

Answer telephones and monitor radio emergency broadcasts
Provide for the safety of essential school records and documents
Assist the principal as needed

5. First Aid Staff shall:

a.
b.
C.
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Administer first aid
Supervise the administration of first aid
Organize first aid and medical supplies



The Executive Director or designee shall establish an emergency procedure system to follow in the
case of earthquake. This system shall include, but not be limited to, the following: (Education Code
35297)

1. A school building disaster plan ready for implementation at any time, for maintaining the
safety and care of student and staff

2. A DROP procedure in which students and staff members:
a. Drop to their knees
b. Take cover under a table or desk
c. Protect their head with their arms
d. Face away from the windows

Protective measures to be taken before, during and after an earthquake

4. A training program to ensure that all students and all certificated and classified staff are
aware of, and properly skilled in, the earthquake emergency procedure system

w

School disaster plans shall outline roles, responsibilities and procedures for students and staff.

DROP procedures may be expanded to ensure that students get under stationary desks or tables
where available, or otherwise get next to an inside wall or under an inside doorway. Students should
stay in the drop position until the emergency is over and until further instructions are given.

Farthquake Education

DROP procedures shall be practiced at least once each semester. (Education Code 35297)

Students also shall be taught to take the following safety precautions during an earthquake if
adults are not present to give specific directions:

1. Ifyou are in the open, stay there.

2. Move away from the building, trees and exposed wires.

3. After the earthquake, if you are on your way to school, continue to school.
4. After the earthquake, if you are on your way home, continue home.

Each year Principal shall send home information to families on earthquake preparedness.
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Fire Drills

The Principal shall cause the fire signal to be sounded at least once every month. (Education Code

32001)

The Principal shall also hold fire drills at least once a month at the elementary level, four times every
school year at the intermediate level, and no less than twice every school year at the secondary level.
(Education Code 32001)

1.

w

Fires

The Principal shall notify staff as to the schedule of fire drills.

Whenever a fire drill is held, all students, teachers and other employees shall be directed to
leave the building.

Teachers shall ascertain that no student remains in their classroom building.

Teachers shall be prepared to select alternate exits and shall direct their classes to these
exits whenever the designated escape route is blocked.

The Principal or designee shall keep a record of each fire drill conducted and submit copy of
this record to the Executive Director or designee.

When a fire is discovered in any part of the school, the following actions shall be taken:

1.
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The Principal or designee shall sound the fire signals, unless the school and/or building are
equipped with an automatic fire detection and alarm system. (Education Code 32001)

The Principal or designee shall call 911.

All persons shall be directed to leave the building and shall proceed outside to designated
assembly areas.

Staff shall give students clear direction and supervision and help maintain a calm and
orderly response.

In outside assembly areas, teachers shall take roll, report any missing students, and provide
assistance to any injured students.

In outside assembly areas, the principal, designee and/or each department head shall
account for their staff, report missing staff, and provide assistance to any injured staff.

If the fire is extensive, students shall be taken to an alternate location for protective custody
until parents/guardian can pick them up or until they can be safely transported to their
homes.



GENERAL INFORMATION

Introduction

This Plan is designed for use during the planning, response, and recovery phases of an emergency
or disaster that affects ECHS operations and facilities. It has been prepared in compliance with State
Disaster planning requirements, and City and County Emergency Management Plans.

This plan is a preparedness document and is intended to be read and understood before an
emergency. The procedures (outlined) in this plan are designed to manage the effects of such
situations and shall be active under any of the following conditions:

U By direction of Executive Director, or his/her designated representative under a declaration of
Disaster.

U Upon notification by ECHS, local, state, or federal government officials of an actual/declared
or impending Emergency or Disaster that will directly or indirectly affect the school.

Priorities
All emergency actions will be taken according to the following priorities:

1. Protections of life

2. Protection of the environment
3. Protection of property

4. Restoration of services

This plan implemented those priorities in establishing its disaster preparedness procedures:

1. All students will be retained at ECHS until released to parents or authorized persons during a
disaster situation.

2. All evacuation of facilities (as necessary) will be done (as necessary) in conjunction with
other agencies through the SEMS system.

3. |If evacuation of facilities is required, all students and ECHS employees at school site will
assemble in predetermined areas.

4. All ECHS employees are expected to remain and fulfill their disaster responsibilities until the
emergency is over or they can be relieved (per California Code Government Code §3100).
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Pre-Incident Planning

EMERGENCY PREPAREDENESS RESPONSIBILITIES

School Principal

The school Principal is responsible for pre-disaster planning. The Principal is responsible for
providing all the school-specific information in this plan, including but not limited to:

Staff rosters

Staff assignments

Buddy lists

Emergency maps showing safe assembly areas, first-aid, sanitary area, etc.
Evacuation maps

Utility control locations
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Disaster procedures should be reviewed in September with all staff. The school Principal should
survey staff for preference of assignments (medical, search and rescue, field supervision). The
school Principal also needs to create a buddy teacher list at the beginning of each school year. A
Buddy List Form is also included.

In order to protect school staff, the principal should ensure that each staff member completes the
Staff Emergency Medical Information Form.

The Office Manager is responsible for completing the emergency Preparedness Checklist and the
Hazard Identification Checklist on an annual basis. These checklists should be completed in
September.

The Executive Director and Principal are also responsible for training staff on implementation of this
Standardized Emergency Management System Plan and on each of the staff’s individual
responsibilities in an emergency situation. The Office Manager also needs to create a buddy teacher
list at the beginning of each school year. A Buddy List Form is also included.

The School Principal should meet annually with the office staff to ensure:

U Copies of disaster information cards are available (with classroom emergency supplies)
U That disaster cards are moved appropriately as class changes are made
U Plan emergency/disaster drills and fire drills

The Office Manager must ensure that ECHS emergency supplies are in working order and sufficient
to meet the school needs.
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School Staff

School staff should familiarize themselves with this Emergency and Disaster Preparedness Plan and
learn the roles assigned to them in the event of an emergency. Each staff member should also know
his or her teacher buddies. Teaching staff must maintain current rosters in the emergency
backpacks and should ensure that their classrooms have first-aid emergency kit.

School staff must be aware that they cannot leave campus without permission during an emergency
situation unless they have authorization of the Site Emergency Coordinator (school principal)
because of their responsibilities as disaster service workers. California Government Code, Chapter 8,
Section 3100 states: “...all public employees are hereby declared to be disaster service workers
subject to disaster service activities as may be assigned to them by their superiors or by law.” In
accordance with these provisions, all staff members are considered “disaster service workers” during
emergencies and must remain on site to carry out assigned responsibilities.
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EMERGENCY DRILLS

Type of Drill Signal Procedure Summary
Fire Continuous bell ringing Have students walk in a single line to assembly

area and wait for the “All Clear” signal.

received information regarding an emergency
situation and need to implement lock down

Shelter-In- Principal announces to all classes: “We have | All classes will remain in their rooms, outside

Place received information regarding a hazard in classes will proceed to the nearest building or
the community and are instituting Shelter-In- | classrooms. Students should be in the most
Place Procedures”. This means students and | protected areas in the room, facing away from
staff are to remain inside the building away windows. Close all doors and windows. Turn off
from outside air with windows and doors all doors and windows. Turn off gas, lights, power
securely closed and air conditioning units equipment, and appliances. Remain in the
turned off. All students and staff that are shelter area until the “All Clear” signal.
outside are to immediately move inside. We
will let you know as soon as we have further
information.”

Lockdown Principal announces to all classes: “We have
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