	Earthquake Procedures

Administrative Procedures



Sample Administrative Procedures: 

This document is intended as guidance to schools rather than a universally mandated response plan; consultation with local response agencies is recommended. (Reference RCW 28A.320.125 and WAC 51-54-0400).

	PREPAREDNESS

	· Provide annual training to staff and students in Earthquake procedures.

· Conduct an Earthquake Drill at least once annually. (Recommended, not mandated under RCW.28A.520.125).

· Provide first aid training to teachers and staff.

· Prepare school emergency kits and a “Go-Kit” for yourself.

· Invite local first responders to participate in your earthquake drills.

· Define staff roles and responsibilities as part of your ICS training.

· Establish and train triage teams, as part of your ICS, in your building.

· Locate a triage site at your location away from the direct line of sight of parents arriving.

· Design and post main evacuation route and assembly areas that avoid as many hazards as possible.

· Maintain file on location of special needs students who may need assistance (wheelchairs, uncommunicative students, etc.)

· In addition, decide alternate routes to your main routes, in the event the main route is blocked.

· Oversee identification of nonstructural hazards.

· Establish a release policy and determine how this policy will be communicated to parents.

· Familiarize yourself with district arrangements for immediate damage assessment after a damaging earthquake.

· Take an inventory of staff for skills that may be useful in earthquake planning and response – amateur (ham) radio operators, bi-lingual, medically trained, etc.

· Evaluate records with the district and determine if there are back up records and if so where they are kept.

· Discuss family needs and special responsibilities with all teachers and staff. Based on this conversation develop a release plan for your staff using their needs as a basis.

· Discuss with the transportation office what the policy, plans and procedures are if an earthquake occurs while the students are en-route to or from school.

· Develop policies and procedures for your special needs students, especially when deciding on evacuation routes.

· Conduct a routine hazard hunt to ensure items are properly secured, heavy objects are kept low, etc.

· Develop an alternate means of communication if your primary system fails.\


	RESPONSE

	· Drop, Cover and Hold at first sign of the ground shaking.  Hold on to the leg of the desk or table until the shaking stops.

· If cover is not available, drop by interior weight bearing wall.

· Stay away from windows, light fixtures and suspended objects.

· If outside, move away from buildings or overhead objects and Drop, Cover and Hold until the shaking stops.

· Be prepared for aftershocks, Drop, Cover and Hold until the shaking stops.


	RECOVERY

	· Implement the Incident Command System (ICS).

· Decide on need to evacuate. It is always prudent to evacuate if possible and then evaluate the structure. 

· An evacuation outdoors should be ordered if the structural integrity of the building is in doubt.

· FEMA does not mandate evacuation until is deemed safe to do so. 

· Account for all students and visitors.

· If students are to be released follow your reunification/sign-out responsibilities and procedures.

· Communicate to the district the overall situation, based on the district communication plan.

· Receive status report from the Incident Command team members regarding the building condition.
· Be prepared for aftershocks, Drop, Cover and Hold until the shaking stops.
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The OSPI School Safety Center intends that this sample response guide will be appropriately adapted for use in individual schools, based on local policy, consultation with emergency responders, and the specific circumstances particular to each community, district, and school building.







