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INTRODUCTION 
PTLAHS charter school is committed to maintaining safe and secure campuses for all of its 

pupils and staff.  To that end, this Comprehensive School Safety Plan covers PTLAHS 

policies and expectations regarding the practices of each school in maintaining the security of 

the physical campus, responding appropriately to emergencies, increasing the safety and 

protection of students and staff, and creating a safe and orderly environment that is 

conducive to learning. 

 

All school employees receive training in the Comprehensive School Safety Plan upon joining 

the school, and review any changes to the Plan annually. 

 

CAMPUS SAFETY AND SECURITY  
Each school and its staff members will maintain policies, practices and procedures so that the 

campus is physically secure and safe. 

 

Entrances and Exits 
The Principal, Academic Dean and Office Manager should develop procedures so that 

students, staff, parents and community members can enter and exit the building in a safe and 

orderly way, and that the building is secure from unauthorized entry during non-school 

hours, as follows: 

 Designating individuals to lock  the school building and/or grounds when not in use 

 Training school staff members to maintain the security of the building when working 

during non-regular working hours (e.g. not propping doors open, re-securing the 

building after leaving)  

 Maintaining a practice of locking doors that are not being regularly used, even during 

school hours 

 Posting signs requesting that visitors sign in at the main office 

 Establishing a culture in which any adults without a visitor or staff badge and any 

children not enrolled at the school are escorted immediately to the main office  

 Periodically testing the security system according the manufacturer or vendor 

instructions, to ensure it is functioning 

 Creating a dismissal plan and student pick-up traffic plan to avoid congestion of the 

parking lot and local streets, and to prevent students from crossing traffic 

unnecessarily 

 

Releasing Students 
PTLAHS employees are responsible for releasing students to parents, legal guardians or 

other persons designated by parents or legal guardians, unless formally modified by a court 

order served to the school.   

 

In the event that employees are uncertain of the propriety of releasing a student, they should 

locate or contact the Principal, principal’s designee, or Superintendent before releasing the 

student.   
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Visitors Policy 
PTLAHS encourages interested members of the community and parents to visit our school.  

To avoid potential disruptions to learning, to provide visitors with the information they need, 

and for the safety of students and staff, ALL visitors should register immediately upon 

entering any school building or grounds.  Visitors shall sign in at the beginning of their visit, 

receive a visitor badge, and sign out at the end of their visit.  Students from other schools as 

well as students who have ended their school day are not to be on campus unless 

accompanied by parents/guardians or with the permission of the site administrator. 

 

In registering as a visitor, the sign-in form should include spaces for the following 

information 

 Name 

 His/her purpose for entering school grounds 

 Destination within the school 

 Time in and out 

 

At his/her discretion, the principal, academic dean or office manager or designee may also 

request  

 proof of identity  

 address 

 occupation and company affiliation 

 age (if less than 21); and any other information consistent with law. 

 

Parents and guardians visiting during the school day for any purpose other than picking up at 

or dropping off a child at the beginning or end of the school day as part of the normal school 

day schedule should also be requested to sign into the visitor log or a special log for parents.  

This applies to parents and guardians who are picking up a student early (e.g. for a medical 

reason) or dropping off a student late (e.g. tardy), as well as parents and guardians who are 

on campus to volunteer in their child’s classroom.   

 

VIP Visitors accompanied by any PTLAHS management team member may be requested to 

register as a visitor at the discretion of the accompanying PTLAHS management team 

member. 

 

Students not enrolled at the school who wish to use the school grounds for recreation during 

the school day are, at the discretion of the executive director or principal, also subject to 

PTLAHS visitor policy. 

 

The executive director, superintendent, principal or designee may refuse to register any 

visitor if he or she reasonably concludes that the visitor’s/outsider’s presence would disrupt 

the school, students or employees, would result in damage to property, or would result in the 

distribution or use of a controlled substance.  (Penal Code 627.4). 

 

The executive director, superintendent, principal or designee may request that a 

visitor/outsider who has failed to register, or whose registration privileges have been denied 

or revoked, to promptly leave school grounds.  If necessary, the executive director, 
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superintendent, principal or designee may call the local police to enforce the departure of the 

visitor/outsider.  When a visitor/outsider is directed to leave, the principal or designee shall 

inform the visitor/outsider that if he or she reenters the school within seven (7) days, he or 

she will be guilty of a misdemeanor and subject to a fine and/or imprisonment.  (Penal Code 

627.7). 

 

All schools shall inform parents annually about the school’s policies regarding 

visitors/outsiders, and remind parents that to maximize safety and security they should also 

register when visiting the school.   

 

This visitor/outsider policy is subject to the further terms and conditions contained in 

PTLAHS Registered Sex Offender Policy, set forth below. 

 

Fingerprinting Policy 
For the protection of students, California State law requires criminal background checks for 

all public school employees, as well as any individual working alone with minors in a school 

setting.  In most cases, fingerprinting is completed with a “Live Scan” machine which takes 

an electronic picture of the fingerprints (rather than using an ink pad).  The fingerprints are 

then compared to the Federal Bureau of Investigations (FBI) and/or Department of Justice 

(DOJ) databases. 

 
Who should be fingerprinted 
All new school site employees must be fingerprinted and cleared before they begin work.  

Individuals who were previously fingerprinted when they worked in another school district 

must be fingerprinted again to ensure that PTLAHS is notified if the person subsequently 

commits a felony or misdemeanor.   

 

In addition, any volunteers who have the occasion to be alone with a PTLAHS pupil while 

not in the presence of a credentialed PTLAHS employee must receive fingerprint clearance 

prior to volunteering on campus.  Volunteers do not have to be fingerprinted only if they are 

working under the direct and continual supervision of a credentialed school employee in the 

same room, and will have no occasion to be alone with a PTLAHS pupil.   This policy also 

applies to parents/guardians of PTLAHS students who volunteer at the school and may have 

the occasion to be alone with a PTLAHS pupil other than their own child. 

 

The actual background check depends on the individual’s residency history.  If the individual 

has resided in the state of California for more than 5 years, only DOJ check is required.  If 

the individual has resided in the state of California for less than 5 years, DOJ and FBI checks 

are both required.   

 

Note that most DOJ background checks take less than seven days, sometimes more.  FBI 

background checks take considerably longer.  Individuals who wish to work or volunteer at 

PTLAHS schools should plan to get fingerprinted as quickly as possible to avoid delays in 

commencing work or volunteer activities. 
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Who pays for fingerprinting 
PTLAHS does not pay for Live Scan (fingerprinting) services for employees.  Volunteers are 

requested to cover the cost of their own fingerprinting.  If a potential volunteer is not able to 

pay for such fingerprinting, then the cost of the fingerprinting may be paid by the school’s 

parent organization.  If that entity does not have funds available, the cost will be paid by 

PTLAHS. 

 

Please see complete Fingerprinting Policy & Procedure for specific details about how to get 

fingerprinted.   

 

Registered Sex Offender Policy 
For the protection of pupils while they are traveling to and from school, attending school, or 

at a school-related activity, principals and their designees should respond appropriately when 

apprised of information that a registered sex offender resides or works within two (2) miles 

of a PTLAHS, or otherwise may be likely to attempt to visit PTLAHS for any reason 

whatsoever. 

 

In accordance with “Megan’s Law”, the principal or designee shall notify parents/guardians 

annually of the availability of the CD-ROM from local law enforcement regarding registered 

sex offenders, and recommend that they utilize the information contained on the disk, and 

that information about registered sex offenders may be obtained from the California Attorney 

General’s Megan’s Law website, found at http://meganslaw.ca.gov, (Penal Code 290.4 and 

Parra Act), subject to the disclaimer found on said website. 

 

PTLAHS and its employees shall be immune from liability for the good faith dissemination 

of sex offender information so long as the dissemination is in the manner and to the extent 

authorized by law.  (Penal Code 290). 

 

When a school has received information about a registered sex offender from any source, the 

principal or designee may, on a case-by-case basis, notify staff, including but not limited to, 

campus supervisors, bus drivers, staff who may be involved in visitor/outsider registration, 

and teachers.  If the executive director, principal or designee informs any staff member of the 

information about a registered sex offender, the executive director, principal or designee shall 

also inform the staff member of the following:   

a) PTLAHS will share public registered sex offender information with staff members of 

a particular school to assist in identifying a danger;  

b) Any person who uses registered sex offender information to commit a felony will be 

subject to criminal penalties; and  

c) Staff is not permitted to notify any parents or any other members of the community of 

any information received pursuant to this policy without the written permission of the 

executive director, principal or designee. 

  

If a suspected registered sex offender is seen on or nearby school grounds, and is not a parent 

or guardian of a pupil at the school, staff members shall immediately inform the executive 

director, principal or designee.  When the executive director, principal or designee receives 

information that a suspected registered sex offender may be on or nearby school grounds or 

http://meganslaw.ca.gov/
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around any pupil, he or she will determine whether the suspected registered sex offender has 

received written permission for the entry onto school grounds, is a parent or guardian of a 

pupil at the school, and if possible, is actually a registered sex offender.  Any such registered 

sex offender who does not have written permission for the entry onto school grounds or is not 

a parent or guardian of a pupil attending the school will be promptly directed to leave by the 

principal, who will notify law enforcement immediately.  Law enforcement will determine if 

the registered sex offender is in violation of parole or probation conditions. 

 

If a school learns or is notified that a registered sex offender is a parent/guardian of one or 

more pupils who attend the school, the executive director, principal or designee should 

attempt to schedule a meeting with the parent/guardian for the following purposes:   

a) To establish a positive, cooperative working relationship to the extent possible;  

b) To discuss the incident(s) leading to the registration requirement, PTLAHS 

recognizes that the parent/guardian is not required to discuss any criminal or personal 

history with representatives of PTLAHS);  

c) To explain the limitations placed upon the parent’s/guardian’s participation in school 

programs, activities or visits, as specified in this policy; 

d) To advise the parent/guardian that the regulations limiting his/her access to children 

at school will be strictly enforced with the assistance of law enforcement personnel, if 

required;  

e) To develop joint strategies with the parent/guardian for “normalizing” the educational 

experience of his/her children to the fullest extent possible; and 

f) To be advised of any judicial restraining orders or conditions of probation or parole 

that may limit the parent’s/guardian’s ability to participate in school activities.   

 

This meeting shall be held on school grounds unless there is a concern for the safety or 

welfare of pupils or staff, and in that event, it may be held at a location within the executive 

director, principal or designee’s discretion.  If this meeting with the parent is not held, the 

executive director, principal or designee shall notify the parent/guardian in writing of the 

information contained in this policy.  PTLAHS recognizes the following rights of the 

parent/guardian to participate in his/her child’s education:   

a) To transport his/her child to and from school;  

b) To attend regularly scheduled parent conferences with the teacher, principal or other 

school official; and  

c) To attend a regularly scheduled school program or activity in which their child is a 

participant.   

 

The parent/guardian may not extend their presence at school beyond what is reasonable to 

exercise the aforesaid parental rights, and to that end, a registered sex offender shall not:   

a) Serve as a school or class volunteer;  

b) Act as a chaperone on a school field trip;  

c) Be in the presence of children for any reason other than for the parent rights stated 

herein; and  

d) Make individual contact with any student other than his/her own while at school or 

during a school activity.   
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Staff shall provide observation and/or supervision of a parent/guardian registered sex 

offender who is visiting a school or participating in a school activity defined herein. 

 

When a parent/guardian is a registered sex offender, the school will make an effort to 

preserve the confidentiality of information obtained pursuant to the Megan’s Law 

notification process to the fullest degree possible.  School officials may share relevant 

information with employees as needed but will not share the information with unauthorized 

employees, other parents or with the community at large.  In order to avoid a breach of 

confidentiality, copies of forms, materials or information distributed or used in connection 

with the implementation of this policy should be collected and/or destroyed.  Under no 

circumstances is it appropriate to post notices, photographs, or the identity of a 

parent/guardian registered sex offender on school bulletin boards. 

 

All schools shall inform parents annually about the existence of this policy regarding 

registered sex offenders.  All schools shall cooperate to the fullest extent possible with local 

law enforcement for receiving, communicating and disseminating information concerning 

registered sex offenders.   

 

NOTE: Pursuant to Penal Code 290(q), any person who uses registered sex offender 

information to commit a felony will receive a five-year state prison term; any person who 

uses registered sex offender information to commit a misdemeanor will be fined at least $500 

and not more than $1000. 

 

 

EMERGENCY PREPAREDNESS 
 

PTLAHS shall have emergency preparedness procedures readily on hand, including a list of 

up to date emergency contact numbers.  This information should be discussed and 

disseminated before school starts, ideally at an all school staff meeting just when the teachers 

return to duty.   

 

Drills 
It is the principal’s responsibility to schedule emergency drills throughout the year, and 

record the date and time of each drill.  Those drills are: 

 Fire Drill:  At least once per quarter, a fire drill should be conducted in which all 

pupils, teachers, and other employees are required to vacate the building.   

 Lock-Down Drill: A lock-down should be conducted at least twice each school year 

following the school’s procedures.   

 Earthquake Duck & Cover Drill:  This drill should be performed twice per school 

year. 

 Major Disaster Drill:  This drill should be performed once per school year so 

personnel are oriented to the school Major Disaster Plan. 
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Civil Defense Procedures/Lock-Down Drills 
Civil defense procedures are established to promote the safety of children and adults during a 

period of civil emergency.  An Emergency Warning System, which includes sirens 

strategically positioned throughout the school’s county, becomes the major Civil Defense 

alarm.   

 

In addition, schools will receive warning through telephone communications from the local 

county office. 
 

Alert Signals 
The ability to respond quickly and efficiently when a major disaster strikes is important so 

that we are to provide protection for students and school staff.  In order to be better prepared, 

the staff, students and parents should be informed of their responsibilities following a major 

disaster. 

 

At the sound of the “Alert” signal: 

 All students in transit between classrooms, in restrooms, etc., will walk to their 

assigned classrooms. 

 Children on the playground or library will return to their assigned classrooms. 

 Each teacher will stay in the classroom with his/her students. 

 Each custodian will report to the school office for instructions. 

 

At the sound of the “Take Cover” signal: 

 Students will position themselves under desks or tables. 

 Students on the playground or out of doors will drop, face down on the ground. 

 Open all doors; leave windows as they are. 

 The teacher should be ready with stories, songs, guessing games, etc., in case of an 

extended waiting period. 

 

At the “All Clear” signal: 

 Children will resume their regular class activities. 

 When a building is unsafe to resume classroom instruction or if the situation has 

made the streets and sidewalks hazardous, the executive director (or designee) will 

declare the premises unsafe. 

 If an evacuation is found necessary, the principal will post on a conspicuous place, 

the new location of the students.  A notice or letter to parents designating a site as 

well as procedures should be included in the first day packet going home with 

students. 

 

Staff Responsibilities 
In the event of a disaster or civil defense alert, individuals on the school site have the 

following responsibilities: 
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Principal 

 Sound appropriate alarm to evacuate building (fire drill) or take cover within the 

building (civil defense). 

 Following fire drill procedures, check the building to ensure that all students, 

personnel and visitors have evacuated the building. 

 Provide for administration of first aid and request other emergency assistance as 

needed. 

 Keep the Home Office and your local county office informed and, if necessary, set up 

a telephone communications at a nearby residence or business. 

 Give directions to police in search clearing procedures and take full responsibility for 

search. 

 Coordinate supervision of students and all clean-up or security efforts. 

 

Teachers 

 Carry out appropriate emergency procedures to ensure the safety and welfare of 

students. 

 Supervise children and maintain calm and order. 

 Make sure you have access to the classroom copy of the students’ emergency cards. 

Take attendance and guide students to the assigned line-up spot outside when 

appropriate. 

 

Office Manager 

 Assist and take direction from the principal. 

 Make sure first aid supplies are handy in case they are needed. 

 Carry out other duties as assigned. 

 

Custodians 

Shut off the valves for gas, water, electricity and air conditioning (if necessary). 

Open all gates and doors to assembly and exit areas. 

 

Aides, Volunteers and Other Adults 

Should assist teachers working with students to keep them safe, orderly and comfortable. 

Be on call for Executive Director’s requests. 

 

Parent Organization  
In advance of emergencies, the Parent Organization should ensure the following emergency 

supplies are stored: 
 

Student Emergency Packets (1 per student) 

2 quarts of water 

Solar blanket 

Food for two days 

Note from parents with emergency instructions 

 

School Emergency Supplies: 

First aid kits 

Flashlights 
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Batteries 

Radios 

Megaphone 

Walkie-talkies 

 

Emergency Procedures 
All classrooms should have emergency exit charts posted near the door(s).  In the case of an 

emergency, every adult should be aware of his/her role and responsibilities and follow these 

procedures:  

 

1. Principal assesses the situation. 

2. Principal notifies all staff members of the emergency via PA, fire alarm, and/or 

megaphone. 

3. Assigned person calls 911. 

4. Assigned person notifies APS headquarters. 

5. Principal or assigned person meets with emergency crews. 

6. Assigned person(s) ensures all classrooms, hallways and restrooms on first floor are 

empty after escorting students their students to assigned location. 

7. Assigned person(s) ensures all classrooms, hallways and restrooms on second floor 

are empty after escorting students their students to assigned location 

8. Assigned person(s) ensures the cafeteria and gym are empty. 

9. Assigned person(s) greet, organize and comfort students outside the building. 

10. Each teacher takes role and Lead Teachers pick up the names of any missing students 

and report these names to the emergency crew chief and the Principal.   

11. Assigned person(s) will direct students who need first aid to an assigned location. 

12. Principal determines, in consultation with the emergency crews, whether to release 

students to their homes or to return students to classes and makes announcement via 

megaphone. 

13. If students and staff are dismissed for the day, an assigned person(s) will be 

responsible for securing the building against vandalism and theft. 

14. All classroom teachers will ensure that students are released to guardians’ care. 

15. In the case that counseling services are subsequently needed by any students, the 

Principal and an assigned person will coordinate that effort. 

16. In the case that media coverage is an issue, the executive director and an assigned 

person will control and organize press releases and media requests. 

 

First Aid 
The First Aid area should be located at an assigned place and properly stocked at all times.  

 

The First Aid team will consist of individuals assigned by the principal or designee. 
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DISASTER PLANS 
Whenever there is any type of disaster, the primary concern is the safety of the students.    

The following general guidelines will offer assistance in a variety of disaster situations.  Each 

teacher should also display Disaster Plan guidelines prominently in each classroom.   

 

Fire 
1. Principal, custodians and/or office manager will determine the location of the fire. 

2. Office manager will phone 911, picks up emergency card binder and student 

medication and leaves the building prepared to phone parents of any injured child. 

3. Custodian or principal will sound the fire alarms. 

4. Staff will follow emergency procedures previously described.  

5. Students should leave the room in a single file, walk briskly but carefully, and stay in 

their class group when they reach their designated spot. 

 

 

 

Earthquake 
If indoors: 

1. All drop down to the floor and duck and cover. 

2. Turn away from windows. 

3. Take cover under a desk or table or against an interior wall. 

4. Cover head with arms or hold to the cover and be prepared to move with it. 

5. Hold the position until the ground stops shaking. 

6. When initial shaking stops, principal or office manager sounds alarms to evacuate the 

building. 

7. Staff to follow emergency procedures previously described. 

 

If outdoors: 

1. Move away from buildings, poles and overhead wires. 

2. Lie down or crouch low to the ground.   

3. Look out for dangers that demand movement. 

4. Be prepared to duck and cover again due to after shocks. 

5. Staff to follow emergency procedures previously described. 

 

Flood/ Severe Weather 
Warnings of severe weather are usually received via public radio or the State Warning 

Center.  If time and conditions permit, students may be sent home.  However, if the weather 

conditions develop during school hours, without sufficient warning, students should be held 

at school. 

 

The principal will assess the situation and make an announcement over the PA or megaphone 

to A) evacuate, B) stay in classes or C) release students to go home. 

See emergency procedures previously described for evacuation directions. 
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Electrical Failure 
1. Principal and/or custodian notify the electrical company (SoCal Edison) at 800-611-

1911. 

2. Office staff and classroom teachers turn off computers and other equipment that 

might be damaged by a power surge when the service is restored. 

 

 

Gas Line Break 
1. Principal and/or custodian notify SoCal Gas (800-427-2200) 

2. Principal and/or custodian notify the Fire Department. 

3. Staff to follow the emergency procedures previously described. 

 

 

Water Main Break 

1. Principal and/or custodian notifies the water department. 

2. Custodian shuts off water. 

3. Principal or notifies the police. 

4. Principal determines if it is necessary to follow the emergency procedures on page 6 

to evacuate students and staff.  

 

 

Water Contamination 
1. Instruct teachers to move students away from drinking fountains and sinks. 

2. Notify school office and executive director. 

3. Have custodian turn off pressure to drinking fountains and sinks. 

 

Chemical Spill/ Incident 
If Indoors: 

1. Block or rope off area – DO NOT TOUCH ANYTHING. 

2. Evacuate room and TURN OFF air conditioning system. 

3. Notify school office and Head Custodian of the incident - contact 911 if necessary. 

4. Head Custodian should check for chemical safety data to determine clean up 

procedure. 

 

If Outdoors: 

1. Upon hearing of a chemical leak (usually from the fire department or other city 

office) the principal will determine if students should be evacuated. 

2. Move away from buildings, poles and overhead wires. 

3. Close doors and windows and TURN OFF air conditioning system. 

4. If it is necessary to leave the site, move crosswind, never more directly with or 

against the wind which may carry fumes. 

5. Give first aid. 
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6. Staff to follow the emergency procedures previously described. 

 

Lockdown/Shooting Incident 
If a shooting takes place the first priority is to shelter students and staff. On hearing shots or 

an announcement from Principal: 

1. Teachers close and lock all classroom doors and windows immediately. 

2. Teachers take roll. 

3. Teachers calmly direct students to duck under their desks. 

4. Principal calls 911. 

5. Principal assigned person ensure students are not in the hallways or bathrooms.  

Students found in these areas are immediately escorted to a secure classroom or 

office. 

6. Office personnel close and lock all office doors and windows immediately. 

7. Nobody leaves their secure sites until emergency crew members escort them to 

safety. 

8. Assigned person(s) will control and organize media.  

9. Assigned person(s) will ensure that counseling services are available as soon as 

possible.   

 

Bomb Threat 
There are two primary ways a bomb threat may arise.  One is through a phone call or written 

letter in which a bomb is discussed.  The other is through a citing of a suspicious object. 

Threats should be handled quickly and efficiently as if they were real and life threatening. 

 

If there is a phone call or written threat of a bomb on campus, the person who took the call or 

read the note will: 

1. Notify Principal immediately. 

2. Try to obtain information from the caller such as where the bomb is, where it is set to 

explode, what it looks like, what kind of bomb it is, why it is there and who the caller 

is.  Note any identifying features about the caller (i.e. gender, speech patterns). 

 

If there is a citing of a suspicious object, the person would: 

1. Notify Principal immediately. 

2. Do not touch the object but note any identifying features to describe it to the Principal 

and emergency crews. 

 

In all cases: 

1. If Principal determines to evacuate, staff follows emergency procedures previously 

described. 

2. Before emergency crews are on campus, do not search for any bomb, or explosive.  

Search only for people who should be evacuated. 

3. If you see any suspicious object, steer clear of it and report it to the Principal and the 

emergency crew chief. Follow all emergency crew and bomb squad directives. 

4. Use radios, walkie-talkies and phones only if absolutely necessary as the frequencies 

may set off the bomb(s). 
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Explosion 
If indoors: 

1. All drop down to the floor and duck and cover. 

2. Turn away from the windows. 

3. Take cover under a desk or table or against an interior wall. 

4. Cover head with arms of hold to the cover. 

5. Hold the position until directed to the building. 

6. Staff to follow the emergency procedures previously described. 

 

If outdoors: 

1. Move away from buildings, poles and overhead wires. 

2. Lie down or crouch low to the ground. 

3. Look out for dangers that demand movement. 

4. Staff to follow emergency procedures previously described. 

 

Death/Suicide 
1. Principal will be notified in the event of a death or suicide on campus. 

2. Assigned person(s) will phone 911. 

3. Assigned person(s) will contact executive director. 

4. Principal will notify teachers to keep students in their classrooms until informed 

otherwise. 

5. Assigned person(s) will control and organize media. 

6. Assigned person(s) will notify relatives where the victim(s) have been taken and not 

divulge unnecessary details. 

7. Assigned person(s) will ensure that counseling services are available as soon as 

possible. 

 

Intruders/ Vicious Animals 
1. Call the school main office and office staff will check out the situation and take 

appropriate action (i.e., contact Police or animal control agency). 

2. Administration should initiate a code to alert staff of a potential suspicious intruder. 

3. Keep the students in the classroom until the threat is cleared. 

4. Implement shelter in place if necessary; lock classroom doors and windows, move 

away from windows, draw curtains, remain silent.   

5. Notify office of who is with you, if possible. 

6. All students outside of the building are to be quietly and cautiously led into the 

building. 

7. Wait for further instructions from administration and/or police/animal agency. 
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Emergency Responsibilities of ALL STAFF 

BEFORE THE EVENT 
 Identify members on each emergency response team 

 Attend training sessions 

 Schedule earthquake preparedness workshops through District Office  

 Assign buddy teachers 

 Establish a phone tree for site 

 Know where a copy of the School/Facility Site Plan is located 

 Practice the School/Facility Site Disaster Plan 

 Ensure special needs students and/or classes are located in first floor 

classrooms closest to the nearest building exit 

IMMEDIATELY AFTER THE IMMINENT THREAT 

SUBSIDES 
 Determine the extent of any injuries 

 Assess the ability of all to evacuate 

 Determine the need to evacuate and call for medical assistance if needed 

 Check on your pre-established teacher/buddy 

 Evacuate the classroom using assigned evacuation route or alternate 

 Lead class to assembly area and find assigned class location 

 Take roll. Identify missing students.  Report using Class Status Report 

 Student Care Team relieve  emergency response team members 

 Identify a team runner or otherwise establish 2-way communications with the 

Command Post 

 Individual teams go into action - document activities 

EQUIPMENT FOR ALL CLASS ROOMS 
 Classroom emergency kit 

 Class roll sheet 

 Class Status Report 
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Important Information 

EMERGENCY TELEPHONE NUMBER DIRECTORY 

 

PURPOSE AREA DIAL 

ALL EMERGENCIES All Areas 9-1-1 

Law Enforcement 

City of Huntington Park/Bell 

California Highway Patrol 

Bell Police Department 

9-1-1 

9-1-1 

323-585-1245 

Fire/Paramedics City of Huntington Park/Bell 9-1-1 

Local Hospitals 
Los Angeles County-USC Medical 
Center 

323-226-2622 

American Red Cross Greater Los Angeles 213-739-5200 

 

YOUR SCHOOL OR FACILITY (fill in names & numbers) 

Name  Home Work Pager/Cell 

Principal 

Jose Salas 
NA 323-800-2743 323-947-1018 

Executive Director 

Xavier Reyes 
NA 323-923-0383 323-839-3286 

Counselor 

Alma Santana 
NA 323-800-2743 323-617-7868 

Custodian 

Jose Acedo 
NA 323-800-2743 323-738-2681 

Office Manager 

Yajaira Hernandez 
NA 323-800-2743 323-381-0318 

Office Clerk NA 323-800-2743 323-800-2743 
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Faviola Villasenor 

Yard Supervisor 

Alejandro Henriquez 
NA 323-800-2743 323-602-3944 

Academic Dean 

Christian Arangoa 
NA 323-800-2743 310-590-9919 

Grade 10 Teacher 

Irene Atilano 
NA 323-800-2743  

Grade 9 Teacher 

Seth King 
NA 323-800-2743  

Grade 10 Teacher 

Crystal Guillen 
NA 323-800-2743  

Grade 9 Teacher 

Marisol Perez 
NA 323-800-2743  

Grade 9 Teacher 

Kieu Duong 
NA 323-800-2743  

Grade 9/10 Teacher 

Michelle Solorzano 
NA 323-800-2743  

Grade 9 Teacher 

Stella Ortega 
NA 323-800-2743  

Grade 9 Teacher 

Felipe Perez 
NA 323-800-2743  

Grade 10 Teacher 

Elizabeth Sandoval 
NA 323-800-2743  

Grade 10 Teacher 

David Ojeda 
NA 323-800-2743  

Grade 10 Teacher 

Wendy Morales 
NA 323-800-2743  
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Grade 10 Teacher 

Cherry San Diego 

NA 323-800-2743 

Grade 10 Teacher 

Joe Mireles 
NA 323-800-2743  

Paraprofessional 

Wendy Najera 
NA 323-800-2743  
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SCHOOL SITE/FACILITY EMERGENCY  

OPERATIONS TEAM 
IC Structure Chart 

INCIDENT COMMAND 

-SCHOOL SITE- 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Incident 

Commander 

Jose Salas 

Liaison 

Christian Arangoa 

Operations 

       Jose Salas 
 
 

Logistics 

Christian 

Arangoa 

 

Planning & 

Intelligence 

Alma Santana 

Finance & 

Administration 

Yajaira Hernendez 

Evacuation 

Ojeda & F. Perez 

Search & Rescue 

King, A.Henriquez,   

Najera 

Initial Damage 

Assessment 

Acedo 

 

First Aid 

K. Duong  

San Diego 

Security Team 

       A.Henriquez 

Transportation 

Aguilar 

Food/Water/ 

Supplies  

Guillen 

Situation Status 

Acedo 

Cost & Time 

Recording 

      Y.Hernandez 

Student Care 

Solorzano 

 

Documentation 

Atilano 

Student 

Release/Staff 

Accounting 

Cuevas 

Sandoval 

Ortega 

Villasenor 

Communications 

Y. Hernandez 
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IC Structure Definitions 

Incident Commander & Public Information Officer - Principal or Site Manager - 

Reports to Executive Director.  Implements emergency plan, coordinates operations, 

activates response teams (as needed).  Keeps log of communications, decisions, and 

actions. Accounts for all students and staff.  Assesses the situation and requests 

resources.  Controls all internal communications.  Posts and maintains status 

information.  Refers media inquiries to the Executive Director, if unavailable, 

prepares statement.  Determines when emergency operations cease.  Prepares a 

report to the Executive Director for the Board. 

Operations Section - Custodial/Instructional Staff, Nurses - Person in charge of Operations 

Section designated by Incident Commander.  In charge of response efforts.  Evaluates and 

acts on operational information.  Keeps the IC informed of the response teams' activities. 

Evacuation  - Office Manager/staff - Responsible for evacuating building 

safely. Checks for safest route for students and staff to exit according to pre-

planned evacuation plans.  

 

Search & Rescue Team - Follows an orderly and pre-established sweep 

pattern.  Checks each classroom, office, storage area, auditorium, bathroom, 

outdoor area, etc.  Checks each area 3 ways, visually, vocally, and physically.  

Reports location of victims to First Aid Team as soon as possible.  Records 

location of victims on checklist.  Looks for obvious problems (structural 

damage, hazardous materials spills, fires, etc.).  Records nature and location 

of observed problems on checklist.  Reports imminent danger to Operations 

Section Chief.  Marks areas searched to avoid duplication of effort or 

oversight. 

 

Initial Damage Assessment Team - Performs initial assessment of damage 

to buildings and structures.  Coordinates with Search & Rescue Team.  

Checks perimeter of school site for damage such as downed wires. 

 

First Aid Team - Triages victims.  Administers first aid.  Records information 

about injuries and first aid administered.  Determines need for medical 

assistance.  Assures availability of necessary first aid supplies and equipment. 

 

Site Security Team - Upon evacuation, secures all buildings, locks doors & 

gates.  Cordons off areas with apparent structural damage or other danger.  

Stations team members at obvious school access points to direct parents, fire, 

rescue, police, medical personnel.  Prepares to receive neighbors who wish to 

volunteer.   

 

Site Safety  - Principal/staff - Responsible for making safety inspection of 

buildings and facilities that may have been damaged, initially and 

subsequently.  Ensures that all responders are working in a safe environment.  

Makes  changes to the plan as needed, with approval of the Incident 

Commander. Shuts off utilities (gas, electricity, water) in areas where hazards 

may worsen.  Helps suppress or isolate fires until help arrives. 
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Logistics Section - Instructional, Cafeteria, and Administrative Staff - Person in 

charge of Logistics Section designated by Incident Commander.  Ensures the 

provision of resources for the on site response effort.  Include procurement, 

delivery and deployment of resources.   

 

Food/Water/Supplies Team – Assesses food preparation facilities. Assess 

status of supplies: check water, estimate number of students/staff, check first 

aid supplies, check supplies of blankets, etc.   Control conservation of 

water/supplies.  Report findings to Logistics Officer. 

 

Transportation Team – Assess transportation needs if students/staff need to 

evacuated to an alternate site.  Report findings to Logistics Officer 

 

Student Care Team - Determines overall extent of casualties and damage.  

Assesses ability of all to evacuate.  Evacuates areas using assigned evacuation  

routes.  Leads groups to assembly areas.  Takes roll and reports status to 

Logistics Section Chief.  Accounts for all.  Reports missing students/staff to 

Logistics Section Chief.  Stays with group to supervise, inform, and reassure 

students throughout the duration of the emergency. Relieves teachers who 

may have other assignments. 

 

Communications Team - Ensures communications equipment is operable, 

inventoried and ready for use in the event of a disaster.  Sets up 

communications for command post.  Takes messages as categorizes by 1) life 

threatened, 2) property threatened and 3) all others.  Maintains 

communications log.  Reports status to Logistics Section Officer. 
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Planning & Intelligence Section - Instructional Staff - Person in charge of Planning 

& Intelligence Section designated by Incident Commander.  Supervises status board 

for on-site response.  Responsible for planning ongoing operations.  Surveys facilities 

and structures, oversees inspections, manages shut-down and restoration of utilities.  

Manages message flow and runners.  

Situation Status – Gathers data generated from incident, i.e. from first aid-

injuries & deaths, search & rescue-missing & deaths, logistics-resources needed, 

initial damage assessment-damages to building & grounds.  Generates 

information by time, situation, needs, action taken, time task was completed.  Posts 

information on visible chart for Incident Commander to assess. 

Documentation Team – Collects logs, maintains time logs, completes after-

action reports for site. 

Finance & Administration Section - Administrative, Clerical Staff - Person in 

charge of Finance & Administration Section designated by Incident Commander.  
Supervises accounting and documentation. 

Cost & Records Team - Protects school records.  Collects all logs, student roll 

sheets, accounting data generated during the response.  Compiles information 

necessary for reports and assessment. 

Student Release Team - Establishes reunion points at each access location.  As 

soon as parents arrive, begins to process the release of students to their parents or 

other authorized guardians.  Checks student identification to assure adult is 

authorized to take the child.  Asks to see identification of person(s) wishing to take 

student.  Obtains signature of person taking student. 
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Evacuation Procedures 
 

 

EMERGENCY EVACUATION: PRINCIPAL'S CHECKLIST 
 Determine appropriate evacuation areas that have been pre-designated. 

 Activate alarm/PA system or send message runner. 

 Telephone emergency service personnel: 

 9-911 

 Executive Director's office 

 Utilities 

 

Activate key personnel to : 
 Attend to the injured. 

 Assure complete evacuation and student/staff are accounted for. 

 Ensure special needs students are evacuated accordingly. 

 Secure school for specific emergency. 

 Clear road/fire lanes for emergency vehicles (pre-assigned). 

 Assure that injured students/staff are reported to medical services for care and transportation to 

hospital/emergency medical center. 

 Be contact person for emergency services, District, utility and/or news media personnel and 

provide needed aid (pre-assigned). 

 Direct employees to aid those from the emergency services, District, utilities and other 

authorities.  Avoid entering damaged areas unless specifically asked. 

 Assure the facility is thoroughly inspected by the custodian, fire officials and District 

Operation personnel before re-entry is allowed. 

 Seek Superintendent or designee/Assistant Superintendents approval for school closure if 

damage cannot be immediately restored or repaired. 

 If possible, have students/staff re-enter parts of the school that are declared safe. 

 Make sure all students/staff are accounted for once outside. 

 

EMERGENCY EVACUATION:  EMPLOYEES CHECKLIST 
 Upon emergency alert, secure work area as advised and depart/report to assigned area. 
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 Perform duties as pre-assigned by the Principal in cooperation with emergency services 

personnel. 

 DO NOT re-enter the building without permission or request of emergency service authorities. 

 Remain in the general assembly areas and calm students if not assigned another duty. 

 If dismissed, inform Principal of departure. 

 When signaled to re-enter safe areas of the school, quickly do so. 

 Upon safe re-entry, report anything amiss to the Principal. 

EMERGENCY EVACUATION:  TEACHERS CHECKLIST 
 Upon alert, assemble students for evacuation using designated routes and account for all 

students. 

 Secure room as advised. 

 Upon arrival at the assembly area, account for all students. 

 Secure medical treatment for injured students. 

 Report any students missing or left behind because of serious injuries. 

 Stay with and calm students. 

 If closure is ordered with no re-entry, when advised, release walkers and car/passengers 

(unless drivers are needed to evacuate students from the site) accounting for those who have 

left.  Stay with bus riders until buses arrive. 

 If signaled to re-enter school, assure students do so quickly and calmly.  Account for all 

students. 

 Check room and report anything amiss to the Principal. 

 Debrief students to calm fears about the evacuation. 

 

IF IT IS NECESSARY TO EVACUATE TO ANOTHER 

SCHOOL OR RELIEF CENTER, THE PRINCIPAL WILL: 
 Contact the Executive Director, Superintendent or designee to arrange bus transportation for 

students/staff accompanying them. 

 Cooperate with emergency authorities in enlisting students/staff with cars to help transport 

evacuees. 

 Direct the evacuation, assure all students/staff are accounted for as they depart and arrive. 
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Message Form :  School / Site Situation Report 

Site Name:   ___________________________________________________________ 

Contact Name & Phone Number:____________________________________________ 
 

Category Number 

 

Description 

 

A. 

 

#__________ 

 

 

Fatalities 

B.  

#______Minor 

 

Injuries 

Minor: In need of First Aid attention only 

 

C. # of Injured 

 

#______Major 

 

 

 

 

 

#___Moderate 

Injuries (Ambulance) 

 

Major: Unable to treat on site, i.e. airway & breathing 

difficulties, cardiac arrest, uncontrolled or suspected 

severe bleeding, severe head injuries, severe medical 

problems, open chest or abdominal wounds, severe 

shock.  

 

Moderate: Burns, major multiple fractures, Back 

injuries with or without spinal cord damage 

 

D. Circle one Property Damages 

 Major 

 

 

 

Moderate 

 

 

 

Minor 

Major damage: building collapse, building leaning, 

major ground movement causing large cracks in 

ground.  

 

Moderate damage: Falling hazards present, hazard 

present (toxic/chemical spill, broken gas line, fallen 

power lines). 

 

Minor damage: Dislodged overhead air duct 

terminals, light fixtures, suspended ceiling grid, 

overhead mechanical systems and broken windows. 

 

E. __Ambulance 

__ Edison  

__Other 

Resources Needed  

___  Other: (describe) 
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Transmit only the data 

within the box above in  

30-45 seconds. After 

transmission, wait for EOC's 

request to elaborate. 
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Activity Log 
 

Prepa Tec 

SCHOOL / SITE EMERGENCY OPERATIONS CENTER STAFF 

ACTIVITY LOG1 

Date Time To From Incident Comments 

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

      

 

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

                                                 
1 The activity log records what you actually did whereas the checklist on the reverse lists the actions you should perform. 

xix 
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General Log  

Date of this page:________________  Page # _____ of _____ 

PLEASE TAKE TIME TO RECORD INFORMATION - IT IS A LEGAL 
DOCUMENT 

Time Person Reporting Information/Message/Action 
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Section:  Operations 

OPERATIONS SECTION OFFICER 

RESPONSIBILITIES 
The Operations Chief manages the direct response to the disaster, which can include the 

following: 

 Search & Rescue Team  

 Initial Damage Assessment Team 

 First Aid Team 

 Site Security Team 

 Site Safety Team 

START-UP ACTIONS 
 Check in with Incident Commander for situation briefing 

 Obtain necessary equipment and supplies from Logistics 

 Put on position identifier, such as vest, if available 
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OPERATIONAL DUTIES 
 Assume the duties of all operations teams until staff is available and assigned 

 As staff is assigned, brief them on the situation and supervise their activities, assign the team 

checklists 

 If additional supplies or staff is needed for the Operations section, notify Logistics.  When 

additional staff arrive, brief them on the situation, and assign them as needed 

 Coordinate Search & Rescue Operations with the Command Post 

 Prepare periodic site status reports and pass to Incident Commander 

 Inform the Operations staff of tasks and priorities as determined by incident 

 Make sure the 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 

 CLOSING DOWN 
 At the Incident Commander’s Direction, release Operations staff no longer needed.  Direct 

staff members to sign out through Timekeeping (Admin/Finance) 

 Return equipment and reusable supplies to Logistics or designated storage area. 

 When authorized by Incident Commander, deactivate the section and close out all logs.  

Provide logs and other relevant documents to the Incident Commander/or appointed Records 

Team 

EQUIPMENT/SUPPLIES 
 Vest or position identifier 

 Search & rescue equipment resource listing 

 Two-way radio 

 Site Status Report Form 

 Job description clipboard 

 Paper, Pens 

 Search & Rescue maps, large area & campus maps 
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 Site Status Report 

Site Name/Address:_____________________________________ 

_____________________________________________________ 

Date:_________________________________ 
Time:________________________________ 
Prepared by: ________________________________________________________ 

GENERAL STATUS (attach listing, by name, of persons deceased or 

missing) 
Number with Minor injuries Number Trapped Number with Serious 

Injuries 

Number Rescued Number of Fatalities Number of Total Occupants 

 

ASSET STATUS 

Personnel 
# First Aid Personnel # Search & Rescue 

Personnel 
# Safety & Security 
Personnel 

# Rapid Assessment 
Personnel 

# Logistics Section # Planning/Intel Section 

# Admin/Finance Section Other (specify) 

Survival 
Days of Food Days of Water Blankets 

First Aid Equipment 
 

Search & Rescue Equipment 
 

Flashlights Batteries Sanitary Facilities 

Other 
 

Transportation  

TOTAL OPERATIONAL 

Cars 4X2 Pickup Trucks 4X4 Pickup Trucks 

Vans Motorcycles Motor Homes 

Other 
 

TOTAL NON-OPERATIONAL 
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Cars 4X2 Pickup Trucks 4X4 Pickup Trucks 

Vans Motorcycles Motor Homes 

Other 
 

Communications 

TOTAL OPERATIONAL 

Telephones (List #s) Cellular Telephones (List #s) 
 
 
 
 

Radios (List type/call signs) 

Extra Radio Batteries Chargers Pagers 

Other 
 

TOTAL NON-OPERATIONAL 

Telephones  Cellular Telephones  Radios  

Extra Radio Batteries Chargers Pagers 

Other 
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DAMAGE REPORT 
Classroom Damage () Comments Rating 

Number Structur

al 

Non-

structural 
or Concerns Code 

 
  

  

 
  

  

 
  

  

 
  

  

 
  

  

 

Rating 

Code 
Explanation Cond. 

Code 

Conditions Action 

HIGH PRIORITY  

1 

Building has collapsed, 
partially collapsed, or 
moved off it's 
foundation 

DO NOT OCCUPY. Tag 
DANGEROUS. Prevent 
Access 

H1 
Sites showing severe structural damage to any building or 
severe ground movement (Condition Codes 1-4) 2 

Building or any story is 
leaning significantly 

DO NOT OCCUPY. Tag 
DANGEROUS. Prevent 
Access 

H2 

Sites showing any structural or non-structural damage that 
students and staff intend to re-occupy in 24 - 48 hours 

3 

Obvious severe 
damage to primary 
structure members, 
severe leaning of walls 
or other signs of severe 
distress present. 

DO NOT OCCUPY. Tag 
DANGEROUS. Prevent 
Access 

MODERATE PRIORITY 4 

Large cracks in ground, 
massive ground 
movement, or slope 
displacement present 
that are under, or near, 
the building and are a 
hazard to the building. 

DO NOT OCCUPY. Tag 
DANGEROUS. Prevent 
Access 

M1 
Sites showing any structural damage to any building or that 
have overhead hazards (Condition Codes 5-8) 5 

Obvious parapet, 
chimney, or other 
falling hazard present. 

Barricade to prevent 
access to the area.  
Rescuers may enter 

M2 

Sites showing any non-structural or structural damage that 
students & staff intend to occupy in 24 - 48 hours 

6 

Other hazard present 
(toxic spill, chemical 
spill, asbestos 
contamination, broken 
gas line, fallen power 
lines 

Barricade to prevent 
access to the area.  Once 
made as safe as possible, 
and with proper safety 
equipment, rescuers may 
enter 
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LOW PRIORITY 7 

Air duct terminals, 
ductwork, light fixtures, 
lenses and fluorescent 
bulbs fallen or 
dislodges.  Suspended 
ceiling system grid 
members fallen or 
dislodges.  Broken 
windows. Overhead 
mechanical equipment 
supports or bracing 
dislodges. 

Barricade to prevent 
access to area.  Rescuers 
may enter with proper 
safety equipment. 

L 

Sites showing structural damage or non-structural damage 
that students & staff intend to occupy in 72 hours or more 

8 

Although no damage is 
yet apparent, areas 
with overhead elements 
similar to those 
indicated in condition 7 
may also fall in an 
earthquake aftershock; 
therefore, they are 
potentially hazardous. 

Barricade to prevent 
access to area.  Rescuers 
may enter 

R 
Sites showing no or very minor damage 

NR Sites where no report has been made 
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Section:  Logistics 

LOGISTICS SECTION OFFICER 

RESPONSIBILITIES 
The Logistics Section is responsible for providing facilities, services, personnel, equipment, and 

materials in support of the incident. 

Teams under the Logistics Section are: 

 Food/Water/Supplies Team 

 Student Care Team 

START-UP ACTIONS 
 Check in with Incident Commander for situation briefing 

 Coordinate opening of 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 other facilities are set up as needed 

OPERATIONAL DUTIES 
 Assume the duties of all Logistics teams until staff is available and assigned 

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

team checklists 

 Coordinate supplies, equipment, and personnel needs with the IC 

 Maintain security of storage container, supplies and equipment
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CLOSING DOWN 
 At the Incident Commander’s direction, deactivate the section and close out all logs 

 Verify that closing tasks of all Logistics positions have been accomplished. Secure all 

equipment and supplies 

EQUIPMENT/SUPPLIES 
 2-way radio 

 Job description clipboard 

 Paper, pens 

 Inventory of storage container or facility and all emergency supplies stored on site 

 FORMS 
 Inventory of emergency supplies & equipment 

 Site status Reports 

 General Logs 

 Message forms 

 Activity Logs 
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Emergency Supply Inventory 
Prepared by each site (make as many copies as necessary) 

ITEM Quantity Location Who is Responsible? 
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Section:  Planning & Intelligence 

PLANNING & INTELLIGENCE SECTION OFFICER 

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 situation and resource status. 

The teams under Planning & Intelligence are: 

 Situation Status Team 

 Documentation Team 

START-UP ACTIONS 
 Check with Incident Commander for situation briefing 

 Obtain necessary equipment and supplies from Logistics 

 Put on position identifier, such as vest, if available 

OPERATIONAL DUTIES 
 Assume the duties of all Planning/Intelligence teams until staff is available and assigned 

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

team checklists 

 Assist Incident Commander in developing Action Plans 

CLOSING DOWN 
 At the Incident Commander’s direction, deactivate the section and close out all logs 

 Verify that closing tasks of all Planning/Intelligence positions have been accomplished 

   Return equipment and reusable supplies to Logistics 
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EQUIPMENT/SUPPLIES 
 2-way radio 

 File Box (s) 

 Dry-erase pens 

 Paper, pens 

 Large site map of area, laminated or covered with Plexiglas 

FORMS 
 General Logs 

 Activity Logs 

 Student Release Logs 

 Student Release Authorization Forms 
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Section:  Finance & Administration 

FINANCE & ADMINISTRATION SECTION OFFICER 

RESPONSIBILITIES 
The Finance & Administration Section is responsible for financial tracking, procurement, and cost 

analysis related to the disaster or emergency. Maintain financial records, track and record staff 

hours.  Also, responsible for reuniting students with parents or designated adult established by 

parent pre-disaster. 

The team under this section is: 

 Cost, Time & Records Team 

 Student Release Team 

START-UP ACTIONS 
 Check in with Incident Commander for situation briefing 

 Put on position identifier, such as vest, if available 

 Locate and set up work space 

 Set up folders/file to collect records and information which will come in relating to personnel 

time keeping and/or purchasing 

OPERATIONAL DUTIES 
 Assume the duties of all Administration & Finance teams until staff is available and assigned 

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

team checklists 

CLOSING DOWN 
 At the Incident Commander’s direction, deactivate the section and close out all logs 

 Verify that closing tasks of all Finance/Administrative positions have been accomplished.  

Collect and secure all documents and records 

EQUIPMENT/SUPPLIES 
 Job description clipboard  

 Pencils/Pens 
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 File Boxes 

FORMS 
 Maintain a supply of all forms and logs for all other sections 

 Student Release & Authorization forms 
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INFECTION CONTROL GUIDELINES  

FOR PROTECTION OF HIV TRANSMISSION IN FIRST AID 
SITUATIONS 

 

HAND WASHING 
 

Hand washing is the single most effective means of preventing the spread of infection.  Hand 

washing procedures should be followed even if gloves have been worn.  If an emergency 

situation precludes proper hand washing, the hands should be washed as soon as 

possible after exposure. 
 

 Any skin surface that comes into contact with blood or other body fluids should be cleansed 

using the same procedures used for hands.  Hands should be washed: 

 

 Before and after contact with a patient. 

 

 Before and after touching open wounds (even if gloves are worn). 

 

 Before eating. 

 

 After any direct exposure to blood or other body fluids. 

 

 After removing gloves. 

 

 After handling soiled or contaminated items and equipment. 

 

 After using the toilet. 

 

The correct method used for hand cleaning and decontamination 

is with soap and water: 
 Wet hands. 

 Lather hands with either bar soap or liquid soap. 

 Rub repeatedly for at least 15 seconds. 

 Rinse. 

 Turn faucets off using a dry paper towel. 

 Dry hands properly  

 Dispose of used paper towel in plastic bag. 

 

In areas where running water is not readily available: 
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 Remove obvious soil with a wet towelette. 

 Use waterless foams or rinses to clean skin. 

 

BARRIER PRECAUTIONS 
 

 A medical history and examination cannot readily identify all patients infected with HIV or 

other blood-borne organisms.  Therefore, blood and other body fluid precautions should be 

consistently used for all patients.  These include patients at first aid stations where the risk of 

exposure by blood is possible and where the infectious status of the patient is usually 

unknown. 

 

All health care workers should use the following barrier 

precautions to prevent exposure of skin and mucous membranes 

when contact with blood or any other body fluids of any patient is 

anticipated: 
 

 Disposable latex gloves (which do not have to be sterile) should be worn for 

touching blood or other body fluids (urine, stool, semen, infected wounds, vomit), 

mucous membranes, or non-intact skin of all patients. 

 

 Gloves should be changed between each patient. 

 

 Hands and other skin surfaces should be washed immediately and thoroughly on 

contact with blood or other body fluids. 

 

 Hands should be washed immediately after gloves are removed. 

 

 Masks and protective eyewear or face shields should be worn during procedures 

that are likely to disperse droplets of blood or other body fluids, so that exposure 

of mucous membranes of the mouth, nose, and eyes is prevented. 

 

 Gowns or aprons should be worn during procedures that are likely to generate 

splashes of blood or other body fluids. 
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 RESCUE BREATHING 
 

There is no evidence that the HIV/AIDS virus is transmitted through contact with saliva.  

However, pocket masks for all age groups should be available at first aid stations for use 

whenever Rescue Breathing is administered.  To use the pocket mask, the first aid responder 

must have had previous instructions. 

 

After resuscitation is complete, pocket masks, if used, should be thoroughly cleaned and 

disinfected, or discarded if disposable. 

 

EYE RINSE 
 

If the eye is splattered with blood or any other body fluid, it should be flushed immediately 

with saline or water rinses.  Goggles should be available for use in those situations where 

splattering of blood is anticipated. 

 

PRECAUTIONS TO PREVENT INJURIES FROM 

NEEDLES, SCISSORS, AND OTHER SHARP 

INSTRUMENTS 
 

All health care workers should take precautions to prevent injuries caused by scissors, 

needles, lancets, and other sharp instruments during use and during handling, cleaning, or 

disposal.  Used needles and pointed instruments are the medical instruments most frequently 

implicated in accidental exposure to blood-borne diseases.  Health care workers should: 

 

 Be extremely careful in handling all scissors, needles, and sharp instruments. 

 

 Minimize handling of such instruments. 

 

 Not attempt to recap used needles or sharp instruments. 

 

 Discard disposable needles, syringes,  lancets, and sharp instruments as soon after use 

as possible in an impervious, closed container (hard plastic or metal can). 
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First Aid Care Log 
Name of  person treated Triage Tag Color 

Date Time Where initially located 

Treatment Summary: 

 

 

 

 
Name of  person treated Triage Tag Color 

Date Time Where initially located 

Treatment Summary: 

 

 

 

 
Name of  person treated Triage Tag Color 

Date Time Where initially located 

Treatment Summary: 

 

 

 

 
Name of  person treated Triage Tag Color 

Date Time Where initially located 

Treatment Summary: 
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Fire Extinguisher Operation 

P.A.S.S. 

 
 

 
Types of Fire Extinguishers 

P. 
PULL out the locking pin, 

breaking the seal. 

 

 

 

 

A. 
AIM nozzle or hose just in front of 

the base of the fire. 

 

 

 

 

 

S. 
SQUEEZE the trigger handle all 

the way. 

 

 

 

 

S. 
SWEEP discharge from side to 

side, moving front to back, across 

the base of the fire. 
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FIRE SUPPRESSION SAFETY 

 

As a member of the Utility/Fire Team, fire suppression may be one of your roles.  

Remember - you will be unable to help anyone if you are injured through carelessness.  

Following is a list of safety rules: 

 Do not attempt to suppress a fire that is clearly too large for the equipment at hand. 

 Use safety equipment, including all-leather gloves. 

 Work in a buddy system.  No one should ever attempt to suppress a fire alone. 

 Have a backup team.  Unplanned events can occur when firefighting.  Have backup 

available in case help is needed. 

 Always have two ways to exit the fire area. 

 Approach smoke-filled areas cautiously.  

 Feel closed doors with the back of the hand, working from the bottom of the door to 

the top.  If the door is hot, do not open it. 

 Confine the fire whenever possible by keeping doors closed. 

 Stay low to the ground. 

 Always know a second escape route. 

 Use natural ventilation to clear smoke. 

 Maintain a safe distance from the fire. (Know your fire extinguisher's effective 

range.) 

 Move around the perimeter of the fire to maximize coverage of the extinguishing 

agent. 

 Overhaul to prevent rekindling of the fire. 
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Utility Shut-Off 

 

Shutting off the Gas Meter Valve 

 

After determining that natural gas is leaking (smell, sound, fast meter dials), locate the gas meter.  

Check the gas valve to see if it is still open.  Adjust the wrench on the valve for a snug fit.  Turn 

the valve until it points across the pipe (perpendicular to the pipe direction).  Check to see if the 

gas leak has stopped. 
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Shutting off the Electricity 

 

After determining that an electrical problem exists, locate the electrical panel that controls the 

area.  Ensure that the electrical control switches are not already in the "OFF" position.  Sometimes 

a short circuit will shut off (pop) the switch to the "OFF" position.  You don't want to turn it back 

"ON".  Start with the small switches near the bottom and then turn off the main switch last.  

Ensure all switches are in the "OFF" position. 

 

 

 

 

Shutting off the Water Valves 

 
After determining that water is leaking (sound, fast meter dials), locate the water bib 
valve or water meter.  Turn the valve to the right until it stops.   

(RIGHT to tight, LEFT to loose) 
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Student Release Log 
For use by the Student Release Team 

Time Student's Name Released To Destination 
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Class Status Form 
Filled out by each teacher and buddy teacher 

Teacher Room Date Time 

Teacher Substitute 

Instructional Assistant 

Volunteer 

Volunteer 

Students 

Number absent from 

school 

Number at First Aid 

Station 

Number Missing or 

Unaccounted For 

Number With Me Now 

Injured 

Student/Adult Name 

()With 

Class 

()At First 

Aid 

Station 

Nature of Injury 

    

    

    

    

    

Missing 

Student/Adult Name Last Known Location 

  

  

  

  

 


