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INTRODUCTION

While no one anticipates a disaster, preparedness is essential.  It is our hope that these emergency procedures will minimize confusion, anxiety, injury, and loss in the event of a fire, earthquake, or other natural or man-made disaster.  

In developing these procedures, we listened to the views and concerns of parents and teachers who wanted a plan which could be enacted quickly, and which would help make children feel as safe and comfortable as possible.  We anticipate that with a new site, or more funds, this plan can be expanded and/or improved upon.

It is the responsibility of every teacher, parent, and employee of WCCHS to read these procedures and familiarize themselves with them.  Readiness saves lives


EMERGENCY PHONE NUMBERS
First Responders
Police and Fire Department
911

From a cell phone: 






(510) 233-1214

Emergency Notification / Information
Bay Area Air Quality Management
(415) 771-6000

California Office of Emergency Services
(510) 540-2713

Contra Costa County Office of Emergency Services
(510) 228-5000

Contra Costa Hazardous Materials Unit
(925) 646-2286

Contra Costa Water District
(925) 688-8000 

                                                                                    after 5:00 p.m.(925-625-6524 

Hazardous Materials (Toxic—Center)
(800) 698-6942

Chevron – Richmond…………..…………………………………..(510) 242-4200

Toxic Chemicals, Radiological and Oil Spills
(800) 424-8802

Hazardous Materials
(800) 750-4096

Additional Resources
American Red Cross (Central and East County)
(925) 603-7400

American Red Cross (West County)
(510) 307-4400

Contra Costa Crisis Center (VOICE Program)
(800) 830-5380

Contra Costa Crisis Center (24-Hour Crisis Line)
(800) 833-290

Poison Control…………………………………………….……….(800) 523-2222

Youth Crisis Hotline………………………………………………(800) 448-4663

Grief Counseling…………………………………………………..(800) 837-1818

Runaway Child…………………………………………………....(800) 621-4000

Emergency Treatment Facilities

Kaiser Hospital Richmond .
(510) 307-1566

            Doctors/San Pablo Hospital………………………………………..(510) 970-5000

            Doctors/Pinole Hospital……………………………………………(510) 724-5000

            A.M.R. Ambulance…….………………………………………….1-888-650-5486

Medical Clinics

Greater Richmond Industrial Medical Center………………………..510-236-7243

           Medical Group at City Center………………………………………..510-987-8611

EMERGENCY PROCEDURES DISASTER PLAN

In all cases, following an alarm, the Administrative Manager will notify the school of the nature of the emergency and the next appropriate actions.. Above all: KEEP CALM, avoid panic, and use good judgment.
1. ANNOUNCING THE EMERGENCY: For Fires: discoverer should pull fire alarms and inform the office of fire and location. Secretary or other should immediately call 911.  (NOTE: ALARMS ARE LOCAL ONLY AND PULLING THEM WILL NOT CALL FIRE DEPARTMENT.  STAFF MUST CALL 911)  Other: Inform Administrative Manager who will announce emergency and evacuate premises or order shelter-in-place.

2. EVACUATING THE PREMISES: Teachers will insure that all students exit in an orderly fashion and direct them to the designated meeting place. In the event a shelter-in-place, all persons should be directed to stay in classroom, seal all window and door cracks, and wait for instructions.

3. ACCOUNTING FOR ALL PERSONS: Teachers will take attendance and report any missing students to Administrative Manager..

4. FURTHER INSTRUCTIONS:  When it is determined by the police/fire department that it is safe, the Administrative Manager will signal to return to the building or end the shelter-in-place. Until that time, all students should remain in the meeting area. In the event that a return will not be possible, students will be directed to the nearest safe place for assembly. 


EMERGENCY PROCEDURES RESPONSIBILITIES
In the event of a n emergency, personnel will assume the roles outlined below.  If a teacher or staff is absent or injured, another teacher or parent may take that person’s place.

Administrative Manager






NAME 1


Responsible for updating this emergency procedures manual and all other emergency response documents. The Administrative Manager shall identify and coordinate training for all staff and volunteers to support the responsibilities set forth in this manual and shall see that emergency supplies and equipment are adequate and replenished on a regular basis.  The Administrative Manager is responsible for determining the need for evacuation, the need for calling for outside responders, or other safety actions.  He or she shall assign employees or volunteers to assist in the emergency response as needed

Safety Coordinator







NAME 2
Responsible for serving as the principal assistant to the Administrative Manager and acts as the Safety Coordinator in his or her absence.  Coordinates all fire drills, and makes reports to Administrative Manager, and school board.

Search and Rescue




NAME 3, NAME 4, NAME 5
Under the direction of the Administrative Manager, responsible for conducting room-by-room search in the assigned areas and report their findings to the Administrative Manager via walkie-talkie.  Search and Rescue personnel assist individuals who require help in leaving the building.  Also responsible for evaluating WCCHS’s  utilities (gas, electrical, and water), shutting them off if appropriate, and reporting any existing or potential unsafe situation with respect to utilities

First Aid Staff 





NAME 2 AND NAME 6
Responsible for administering first aid as needed to injured individuals. Also will notify Administrative Manager of any deceased.
Communications 




Name 1 and name 3
The Secretary and Administrative Manager are responsible for contacting proper authorities and distributing walkie-talkies to Search and Rescue committee.

Care 






Name 7 and Student Leaders
Responsible for comforting students outside of the building.  Student Leaders will play games and otherwise entertain students keeping everyone calm while awaiting further instructions. 

Damage Assessment




Name 1 and Name 2
Responsible for inspecting school and determining whether or not to allow students to return to class or where to assemble..

Public Information






Name 3
If possible, responsible for providing information to parents via message line.  Will contact local authorities, media ,and out-of-state contact number _____________if message line is disabled.

Safety and Security





Name 8
In the event of a shelter-in-place or an emergency dismissal, keep parents and onlookers outside so that students can be released in an orderly and organized fashion.

Student Dismissal

Name 1 and Name 2

In the event of a shelter-in-place or an emergency dismissal, they will position themselves in a safe location and sign out students whose parents come to pick them up.  Using walkie-talkies, they will contact teachers supervising students when a child is to be dismissed.


BOMB THREAT

Who



Action Steps

Discovering Party

— If you receive a bomb threat, ask the following questions:  

· When will the bomb explode?

· Where is the bomb right now?

· What does it look like?

· What kind of bomb is it?

· What will cause it to explode?

· Why did you place the bomb?

· What is your address?

· What is your name?

— Take notes on everything said and on your observations about background noise, voice characteristics, etc.  Use the Bomb Threat Report provided on the next page.

— Notify the Administrative Manager of the threat. (If possible, get a co-worker to do this while you're on the phone).

— If a suspicious object is found, DON'T TOUCH IT.
Administrative Manager
               Notify the Police Department.  Dial 911.

— Follow the instructions given by the Police Department.

— Conferring with the person reporting the bomb threat, complete the Bomb Threat Report provided on the next page.

— If appropriate, initiate an evacuation following all guidelines set forth in this manual.  

— Check with teachers and volunteers to determine if any suspicious people have been noticed in the immediate area.

— In conjunction with the Police Department, facilitate a search of the building.

All Personnel


— When the evacuation order is received, don't panic.  All teachers, students, volunteers and visitors should report to parking lot assembly area.

—Remain there until instructions are given to return to the building or to go home.

— DON'T USE CELL PHONES OR WALKIE-TALKIES NEAR THE SITE OF A BOMB THREAT.  SOME FREQUENCY SIGNALS ACTUALLY CAN ACTIVATE A BOMB.  USE A "RUNNER" a person who runs between groups; the old-fashioned way to communicate information).

WCCHS 


Bomb Threat Report
Questions to ask the caller:



Caller's voice (circle where appropriate):
1.
When is the bomb going to explode?

Accent ____________________________

— Angry

— Laughter

2.
Where is it right now?



— Calm

— Lisp

— Clearing throat
— Loud

3.
What does it look like?



— Cracked voice
— Nasal

— Crying

— Normal

4.
What kind of bomb is it?


— Deep

— Ragged

— Deep breathing
— Rapid

5.
What will cause it to explode?

— Distinct

— Raspy

— Distinguished
— Slow

6.
Did you place the bomb?


— Edgy

— Slurred

— Excited

— Soft

7.
What is your name?



— Familiar

— Stutter

8.
What is your address?



If voice sounded familiar, who did it
sound like:

Exact wording of the threat:


____________________________________
____________________________________
Background sounds:
____________________________________
— Animals

— Motor

— Booth

— Music

____________________________________
— Clear

— PA system

— Local

— Static

Caller's gender:
”  Male
”  Female

— Long distance
— Street noises

— Machinery/factory
— Other

Age:
___________________________

— Machinery/office
   ________________
Time of call:  ________________________

Threat language:
Date of call: _________________________

— Foul

— Incoherent

Length of call: _______________________

— Irrational

— Taped

Number at which call is received:

— Well spoken

____________________________________


CIVIL DISTURBANCE OR OUTSIDE THREAT

Civil disturbance is a breach of the peace or public order that could result in a riot or mob action directed against the organization.  Picketing, marches, or sabotage may constitute a civil disturbance.

Who



Action Steps
All Personnel

— If demonstrators congregate outside the building, or if there is the possibility that someone may pose a danger to the students, keep the students in the classroom, and stay in a calm, cheerful manner.  Confirm that the Administrative Manager and Safety Coordinator have been notified.

— No students will be permitted to leave the school until the Administrative Manager has determined that it is safe to do so.

— Lock all doors and close all blinds. Avoid all window areas.  

— If demonstrators or intruders enter your room:

If you have a cell phone, call the 

Police Dial 911.

Remain calm.

Be courteous and do not provoke an incident.

DO NOT argue or enter into debate with any one.

Keep intruder away from students.  

Wait for outside assistance.  

Administrative Manager
— Consult with the police to coordinate necessary action for protection of personnel and the building.

— Determine if it is necessary to notify the phone tree and board, and do so if appropriate

Zone Monitors

— Post available staff at all entrances.  Lock all doors leading inside thebuilding.

· Conduct search of block for any sign of trouble

.                              

— Keep students in the building until the Administration Manager indicates it is safe to exit.


WCCHS SCHOOL
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EARTHQUAKE

Who



Action Steps

Health and Safety Committee


— BEFORE AN EARTHQUAKE OCCURS, collect bags of food, canned juice, and snacks in plastic bags.  Store in trash cans .  Each bag should have a card with the student’s name, contact information, and necessary medication.

All Personnel



— BEFORE AN EARTHQUAKE OCCURS, assess your classroom and report unsafe conditions to the teacher in charge of maintenance.  Make sure heavy objects are stored so they won't topple over, that files, bookcases, and TV’s are fastened/secured to the wall, that ceiling tiles are secure, that computers are secure on desk tops, that cabinets have latches, etc.

— IF AN EARTHQUAKE OCCURS, remain calm.  Do not panic.

— Teacher and students should DUCK AND COVER under tables and desks until shaking ends

— Stay put.  Remain in the take cover position for a few minutes until you are sure that the earthquake is over.

— DO NOT RUN OUTSIDE.  MOST INJURIES OCCUR FIVE TO EIGHT FEET IMMEDIATELY OUTSIDE A BUILDING.  Direct students to move silently and orderly to the outside assembly area.

· Remember that aftershocks will occur.

· Stay with students and take attendance in assembly area.  Try to remain alert and notice which students had gone to the bathroom or if any students were injured as you evacuated the building.

· When directed by Administrative Manager, group students in grade groups and report to your pre-assigned disaster duties.

Safety Coordinator                   Take walkie-talkies, roster, and contact numbers as you evacuate school.

— Depending on the magnitude of the earthquake and the available staff, assign disaster responsibilities and direct the response activities for your work area.

— Ensure that communications capabilities are assessed and alternatives are established.

· As necessary, deploy first aid personnel, safety and security personnel and search and rescue personnel.

— When sufficient information is gathered, determine the need for evacuation and/or outside professional assistance.

· Inform School Secretary who will inform board members of the school’s status (facilities, personnel, resources).

— Determine the need for implementing public information activities at this time or for the immediate future. 

Care and Shelter

— Determine if the building is safe, and if students should not return to class

— Depending on the severity of the earthquake, determine the feasible and responsible method for temporarily housing students.  NOTE:  NO STUDENTS SHOULD BE ALLOWED TO LEAVE UNTIL THEY HAVE SIGNED OUT AND ARE WITH DESIGNATED ADULTS

— Upon estimating the duration of the extended care that will be needed, attempt to contact the parents and/or guardians of any minor children to advise them of your status and plan of action. Secretary should contact out-of-state numbers and/or leave message on message line.

· As long as the building remains safe and operable, provide a comfortable and supportive environment for children and or adults who are detained. 

· Divide students into small groups and have student leaders lead pre-arranged activities.

· Distribute food, blankets and waters from trash bins.

Communications

— Distribute walkie-talkies to all necessary teachers.

— Using the battery operated radio from emergency supplies storage, turn on one of the following radio stations to obtain emergency instructions:

KNBR  680 AM

KGO    810 AM

KCBS  740 AM

· Facilitate communication for outside assistance, as directed by the safety coordinator. If the phone telephone system fails, use a pay phone, cell phone, or a courier as appropriate.

— If a ham radio operator is available, have him or her activate the agency's emergency radio communication system and report the agency's status to the county Office of Emergency Services.

— Keep a record of all emergency calls made.

— Continue to monitor emergency broadcasts.

— Record and post pertinent information about the emergency such as emergency instructions, areas to avoid, road closures, status of BART, etc.

Search and Rescue

— Get walkie-talkies from Administrative Manager who will keep one walkie-talkie.
· Conduct a systematic survey of the school and grounds for any trapped or injured students.

· If a student is found, report immediately using walkie-talkies

· Ascertain if a student can exit building with some assistance.  If so, immediately help student get outside safely.

· If first aid is needed, ask for help using walkie-talkies and wait for additional staff performing necessary first aid.

· As soon as it is safe to do so, take student out of building.

· If deceased student is located, confirm status, and inform Administrative Manager who has been killed and where the body is located.

Damage Assessment

— Report your inspection results to the Safety Coordinator including any recommendations regarding dismissal.

— Keep a written record of your findings.  If warranted, take photos.

— Stand by to provide additional support to the safety and security personnel or to support SEARCH AND RESCUE activities as needed.

First Aid


— Assess injuries and provide first aid treatment as indicated.

— If a death occurs, keep others away from the deceased, and ensure that the Contra Costa County Coroner's Office is notified immediately.

— Complete triage of injured persons and determine the need for skilled medical assistance from outside resources.  Report this information to the Safety Coordinator.

— Establish priorities for the transportation of injured people to medical facilities.  Ensure that a record of each injured person is created and maintained, including name, type of injury, any pertinent medical information, where he or she is being transported, and personal contact name, number and address.

— Provide psychological first aid as required (see psychological tips at the end of this section).

Safety and Security

— As soon as students are in a safe location, secure school from upset parents and possible intruders.

— Secure areas that are dangerous and post appropriate warning signs.  

— Report actions taken to the Administrative Manager.  Keep written record of your findings.

Public Information
 
— If possible, leave information message on school phone.

— AS WARRANTED, contact police, media, and out-of-state numbers.


SEARCH AND RESCUE BASIC GUIDELINES

— Establish who your partner will be.  Never conduct a search and rescue alone.  Plan your search.  Do not wander aimlessly.

— Before you enter each room, feel the top and bottom of the door with the back of your hand.  If it is hot, do not enter.  If it is cool, cautiously open the door.

— Check the door jamb and its accompanying wall ceiling for cracks and splinters.  If the building appears unsafe, do not enter.

— Enter the room low, preferably on your knees.  Be alert.  Watch for falling objects.

— Upon first entry, smell for the odor of natural gas.  If you can smell it, leave and immediately report this information to security personnel.

— While still at the entrance to the room or building, loudly call out, "is anyone here?"  Listen for a response.  If someone answers, ask them to tell you where they are and what type of help they need.  Instruct them to come to you if they are able.  Pause occasionally during the entire search to listen for cries, moans and other indicators of someone needing help.

— Systematically search each room.  Stay with your partner and communicate frequently.  Pay careful attention to these critical areas:  under desks, behind furniture, inside closets, under the stairs or any other place someone might be able to conceal themselves.

— If it is dark, slowly sweep each room with your flashlight.  Frequently check the floor and the ceiling of the area you are in for hazards.  Protect your own safety.

— If it is dark, keep in contact with the wall.  It is easy to become disoriented after experiencing trauma.  Should you become disoriented, following the wall will eventually lead you back to the original door.

— If you find a victim and it is safe to do so, move the person as quickly as possible to the nearest first aid station.

— Using masking tape or a large marker pen, mark the front of each room at the completion of the search to avoid duplication of effort.


EVACUATION OF PEOPLE WITH DISABILITIES 

Non-ambulatory People
Oftentimes non-ambulatory people have respiratory problems and must be removed from smoke or fumes immediately.  To assist them, it is vital that you consult them directly as to how your help would be most beneficial.
— When offering assistance, wait for the person to accept your help.  Ask for instructions on how you can assist them.

— Wheelchairs should not be used in stairwells, if at all possible.  If you can not safely relocate the person, wait for professional help from fire fighters or other responders. 

— Don't separate people with disabilities from their wheelchair or other equipment except during the actual evacuation they won't be able to function safely and independently without it.

Visually-impaired People
— People with a vision disability usually are familiar with their surroundings.  Inform them of why evacuation is necessary and offer your assistance as a sighted guide.

— Don't drag them behind you.  Instead, ask them the best way they can follow your lead.

— Be sure to inform the person you're assisting of any obstacles in route to the assembly point.

— When you have reached safety, orient the person to where he or she is and ask if you can be of any further assistance.  Do not leave the person alone.

People with Hearing Disabilities
— People with hearing disabilities may not perceive that an emergency exists because they can't hear the emergency announcements.  Notify these individuals by writing a note that states the type of emergency and the need to evacuate.  Show them to the nearest safe exit.

— If you can't write a note, flick the lights on and off to gain their attention, then lead them to the nearest safe exit.

— If they can lip read, speak directly to them about the need to evacuate.  Remember:  If you have a mustache or beard, it may be difficult for them to read your lips.

In order for your assistance to be effective, you need to instill confidence in the person being helped that he or she will receive proper care and courtesy.
EXPLOSION

Falling aircraft, chemical accidents, leaking gas, or faulty boilers are the cause of life-threatening explosions on or near the premises.  If there is a threat of an explosion, the safety coordinator will activate plans to assure your safety.  If time does not allow:

— Follow instructions to take cover under sturdy furniture or leave the building.

— Stay away from windows and glass.

— Do not light matches.

If an explosion occurs in the building:

— Follow instructions to evacuate the building.

— Move cross wind never down wind so you avoid toxic fumes.

— Do not take time to gather personal belongings.

— Call the   Fire department  by dialing    Dial 911.

— Do not return to the building until fire department personnel or the safety coordinator advise that it is safe.

FIRE

Who



Action Steps

All Personnel

--BEFORE A FIRE: Keep all exits and hallways clear of clutter including space between upstairs classroom.






Check to be sure Fire extinguishers are charged






Replace Smoke Detector batteries regularly
Discovering Party

— Fire extinguishers are located throughout the building.

· Sound alarm., Dial 911.

· If alarm has not been installed in parking lot classrooms, knock on classroom doors to alert students of emergency.    

NOTE:  Do not hang up first; additional information may be needed by the fire dispatch operator.

— Wait with students in assembly area until further instructions.

— Confine the fire if possible by closing doors in the immediate vicinity.

Safety Coordinator

— Confirm that the fire department has been notified.

— Determine if the situation warrants appointing the secretary to contact media, phone tree, or school board.

All Teachers

— When the evacuation order is received, DON'T PANIC.  All teachers and students should walk quickly to the nearest exit.

· If it is determined that building isn’t safe to be around, take students to park on McDonald Avenue, and dismiss from there.

· In such case, two teachers will remain at school to inform parents of students whereabouts. 

Administrative Secretary
— When alarm sounds, take emergency binder (with school roster) and walkie talkies outside of building.

· Call 911

· If school must be abandoned, go with students to dismissal area.

· At dismissal area, ensure that students are signed out and accounted for.

.


HAZARDOUS MATERIALS

Occasionally, Chevron reports a chemical leak.  In such an event, it is our responsibility to keep the students safe.  If the alert sirens sound for three minutes, then a chemical leak has occurred.

Who



Action Steps
Teachers


— Bring students inside.  Instruct students to help shut windows.  Put duct tape around seals, stuff shirts or rags under door.

— Stay calm.  Encourage students to remain calm.  Continue teaching while awaiting further instruction.

Administrative Manager
— Tune radio to KCBS 740 for information.  If internet is active, go to www.incident.com
· Close all office windows and seal cracks and doors with duct tape.

· Attempt to call all teachers on their cell phones to verify lines of communication.

· Notify all classrooms when shelter in place is over.

EMERGENCY SUPPLIES AND EQUIPMENT

WCCHS Health and Safety Committee shall acquire, maintain, and replenish the following emergency supplies and equipment as necessary:

	Supplies

	
	

	Battery Operated Radio
	1

	Extra Batteries all sizes
	8 of each size

	Duct Tape
	

	10 rolls
	

	Emergency Blankets
	100-150

	First Aid Kit
	9 packs

	Instant Ice Packs
	20

	Flash Lights
	9

	Rope
	100 yds

	Snap Lights / Light Sticks
	100

	Tarp (16 ft x 20 ft)
	3

	Water Purification Tablets 20
	1 bottle

	Water (50 gallon tank)
	1

	Equipment

	
	

	Crescent Wrench
	1

	Crowbar
	1

	Fire Extinguishers
	7

	Heavy Gloves
	3

	Goggles
	3

	Hard Hats
	3

	Whistle
	3

	Cell Phone ( or list of who has agency distributed cell phones)
	1

	Walkie Talkies
	3 pair

	Escape ladder
	1


RECORD OF SAFETY DRILL

Date:____________     



 Site:  ____
__________

Type of Drill: Check One            Was evacuation warranted?__________

                      Fire____________                   

      Bomb Threat____________

        Earthquake____________

          Toxic Spill____________

                  Other____________

Were procedures reviewed?___________

Individuals participating:____________________________________________ ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Time needed to evacuate:___________

Evacuation results: (note any problems that occurred and how to correct them)

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Prepared by: ______________________

Reviewed by: ______________________ Date: ______________________
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