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The annual ShakeOut earthquake exercise is conducted under the direction of the school
site administrator on Thursday, October 17, 2019, as part of the State-wide earthquake
drill, The Great California ShakeOut. All L.A. Unified schools will practice their
response to a large earthquake. The exercise provides an opportunity to simulate a full
disaster response and to evaluate and test the site’s emergency plan. The semi-annual
radio test performed in conjunction with the District-wide emergency drills will take
place two days prior to the ShakeOut, as specified in REF-6537.0, Inter-
Campus/District-wide Safety Communications Test, dated July 27, 2015. The fall radio
communications test will be conducted on Tuesday, October 15, 2019. District-wide
Blackboard Connect emergency test messages will be sent via phone and text to all
parents, guardians, and employees as part of the District-wide emergency exercise.

This Reference Guide replaces REF-5216.10, District-wide 2018 Earthquake Exercise
and Radio Test, dated August 20, 2018, and reflects current District organization and
procedures.

I.  PRE-EXERCISE ACTIVITIES

A. Prior to the ShakeOut earthquake exercise, school site administrators should
complete the following activities:

1. Review the school’s 2019-2020 Integrated Safe School Plan (ISSP) with key
staff to familiarize them with their responsibilities. Remind staff that they can
all view and download the ISSP at https://issp.lausd.net for emergency team
assignments, responsibilities, and procedures. Review the following ISSP
sections to assist with preparedness:

Incident Command System

School Emergency and Crisis Team charts
Emergency Functions

Threats and Hazards

o Earthquake

o Utility Failure
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e Training/Exercise (Step 6, Planning View)

Distribute a memo with drill specifics and procedures to all staff. Include
information about wusing single sign-on to access the ISSP at
https://issp.lausd.net. A flyer to post with this information is available at
http://achieve.lausd.net/issp.

Issue letters to inform parents of the ShakeOut earthquake exercise
(Attachments A-E). Letters are available in English, Spanish, Armenian,
Chinese, and Korean.

Encourage staff and parents to download the LAUSD emergency plan app for
smartphones and tablet devices. The employee version provides immediate
access to 21 categories of emergency response procedures from the ISSP
template. The version for the community and parents contains information
about how L. A. Unified schools respond to a variety of emergencies.
Information is available at http://achieve.lausd.net/emergencyapps.

Update and review emergency procedures with students, staff, and other site
users. Make sure that emergency cards and student and staff lists are complete
and current, including in MiSiS. Schools should print out reports and lists to
assist with student and staff accounting. All these documents should be in the
School Emergency Response Box. For additional information see REF-
5450.1, School Emergency Response Boxes, dated March 19, 2013.

Inspect and inventory emergency supplies and equipment, including those in
the emergency bin and classrooms, and replace or add items as necessary.
Refer to REF-5451.2, School Site Emergency/Disaster Supplies, dated
August 15, 2016, which includes lists of required emergency supplies.

Ensure that school radios are fully functional. Batteries for handheld radios
must be replaced every two years. If a two-way radio needs repair, follow the
directions on the Radio Unit’s “Equipment Repair Form” on the webpage
listed below. For problems with the principal’s emergency handheld radio or
radio base station (located at secondary schools), submit an online service
request, using the “Telecom” option. Schools should download the District’s
updated “LAUSD Emergency Radio Communications Reporting Tree” at
http://achieve.lausd.net/radiounit, as the current version may differ from the
previous year.

Remind staff that school employees may be designated as “Disaster Service
Workers,” pursuant to California Government Code, Section 3100 during an
emergency and would remain at school to care for students and perform other
emergency duties. Employees are to keep contact information updated using
http://ess.lausd.net so that the District can keep employees informed during
an emergency. District employees should have a comprehensive home
emergency preparedness plan to support their family in their absence
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following an emergency. Employees can take the MyPLN, online courses
STEPS 101: Employee Duties during a Disaster and STEPS 102: Basic
Emergency Preparedness for Home for details on these topics. A Be
Earthquake Ready flyer for employees is also available on the Admin Corner
page of the Emergency Services website.

. Remind students to discuss specific family emergency plans with their

parents to prepare for emergencies. Site administrators are encouraged to
make parents aware of the American Red Cross site at www.redcross.orqg,
which has family emergency plans in English and Spanish.

Incorporate any additional employees who work with your students and/or
staff into your drill plans. Include any before or after school program
employees and itinerant instructors.

Plan for the ShakeOut exercise with representatives from all schools on
campus, including small schools, charter schools, and any others. All schools
on a site are to participate in the exercise together.

Provide earthquake information and resources to teachers and parents. A
valuable, free resource for secondary classrooms and parent groups is
Extreme Event. This earthquake role-playing game was developed by the
National Academy of Sciences and emphasizes community resilience.
Materials can be downloaded at http://extreme-event.org.

Practice submitting a School Emergency Status Report (SESR). The SESR is
an online tool that will help L. A. Unified compile critical disaster information
from every school to get help and resources where it is needed in a large
disaster (See Attachment H). During an actual disaster, schools will be
notified if they need to submit a SESR. Principals and/or designees are to log
in to https://sesr.lausd.net and complete one SESR at any time during
ShakeOut week. As this is a practice submission to gain familiarity with the
tool, schools may create disaster data to submit.

Il. EXERCISE SCENARIO

On Thursday, October 17, 2019, at 10:15 a.m., a magnitude 7.2 earthquake occurs
on the South San Andreas fault, causing a rupture from the Salton Sea all the way
north to Lake Hughes. The slip along the fault measures 24 feet in some areas. The
shaking lasts over two minutes. The physical damage to L.A. County’s
infrastructure is catastrophic. There is no electrical power. There are many water
main breaks that reduce the availability of water. A “boil water” order has been
issued to areas that do have water. Gas and sewer lines are also damaged. Caltrans
and California Highway Patrol close all freeways and highway bridges until they
can be inspected. Several pipelines carrying petroleum products across the fault line
have ruptured and caught fire. The resulting large brush fires can be seen from all

REF-5216.11
Division of District Operations

Page 3 of 8 August 20, 2019


https://achieve.lausd.net/Page/2692
https://achieve.lausd.net/Page/2692
http://www.redcross.org/
http://extreme-event.org/
https://sesr.lausd.net/

q’ LOS ANGELES UNIFIED SCHOOL DISTRICT
"M REFERENCE GUIDE

REF-5216.11

over Los Angeles. It is estimated that over 300,000 people are homeless because of
extensive damage to their homes.

The school’s telephone system is inoperable but all handheld radios work. Traffic
comes to a halt as surface streets are severely impacted by excess traffic volume and
inoperable traffic lights. Numerous fires have started, caused by severed
underground gas lines. The Superintendent declares a state of emergency and orders
employees to remain at their sites and shelter all students at schools until they can
be reunited with a parent or legal guardian. Police and fire departments are
overwhelmed by 911 calls and dispatchers will not say if or when units will respond.
School staff must assume that they will be on their own to shelter and care for
students and staff.

EXERCISE STANDARDS

A.The drill must continue long enough to determine the effectiveness of the
school’s emergency plan. The following elements of the plan must be activated
and practiced, ensuring that skills have been mastered and everyone understands
the following protocols and procedures:

e Drop, Cover and Hold On for all students and staff

e Total building evacuation to the designated emergency assembly area

e Implement the school’s Incident Command System (ICS) and activate all
supporting teams to set up their stations and practice their roles, including:

Assembly Area Team to account for all students and staff

First Aid Team

Request and Reunion Gate Teams

Crisis/Psychological First Aid Team

Search and Rescue Teams

Security/Utilities Team
o Fire Suppression/Haz-Mat Team

¢ Initiate a Blackboard Connect call to all parents from the safe assembly area

e Designate areas for toilets, morgue, media, etc.

e Complete the Emergency Drill Evaluation at http://emergencydrills.lausd.net

OO0OO0O0O0Oo

B. In the event of inclement weather, the outdoor portions of the drill can be
modified and/or rescheduled by the school site administrator but should not be
cancelled. The purpose of this drill is to practice the procedures and skills that
will be needed in response to a major event. While the event may be rescheduled
within a few days of the given date to accommodate individual school needs, the
drill must take place during the week of the standard drill date.

C. Every effort should be made to make this drill as robust as possible so that all

school members will be prepared to respond appropriately to a true catastrophic
event. Site administrators are encouraged to include the following:
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. Earthquake sound effects can be used during your ShakeOut drill. A 40-

second sound file can be downloaded at https://shakeout.org/drill/broadcast and
played over the intercom during the drill.

. Simulate that some stairwells or exits are blocked so that participants will be

forced to consider alternate exits.

. Select students and staff to portray injured victims to test how well they will

be found, transported, treated and logged by school emergency responders.
Use the Emergency Drill Triage Kit (Victim Tags) materials previously sent
to schools. Replacement materials can be downloaded from the LAUSD
Emergency Services website https://achieve.lausd.net/Page/2309 on the
Administrator’s Corner page.

. Encourage parents to participate in the drill by requesting their child at the

request gate or by observing the exercise. Use this drill as an opportunity to
show the school’s preparedness to parents and reassure them that the school is
ready for such events and that the students are safe and secure at school during
an emergency.

. The site administrator should send a Blackboard Connect message to the

parents from the Assembly Area. The message can be simply, “All students
and staff are now practicing their emergency earthquake response procedures
as part of the Great California ShakeOut”. For assistance on how to use
Blackboard Connect from the field please refer to http://bbc.lausd.net.
Principals can also call Blackboard Connect directly for assistance at (866)
435-7684. The MyPLN STEPS Course 407, “Communication Methods in an
Emergency,” addresses sending Blackboard Connect messages from a location
other than an office.

. Simulate changes in weather or other conditions that would require the

emergency response team to adapt and modify their response.

. Pump water from one water barrel and distribute it to one class to test the

school’s ability to provide water to students.

. Set up one portable toilet to practice how it will be done in an emergency and

to remind students and staff that this will be part of the school’s emergency
response.

. Set up any tents or tarps that are in the emergency bin so that staff will know

that these supplies are on campus and have practice using them before an
actual emergency.
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IV. EMERGENCY TEAM LOG PROCEDURES

VI.

Each emergency team should be issued an adequate number of Emergency
Response Team Log forms (Attachment G) to document events for evaluation. In
actual emergencies, these logs would also be used to document any costs the District
may claim for reimbursement from State and/or Federal agencies.

EVALUATION PROCEDURES

At the conclusion of the ShakeOut earthquake exercise, school site administrators
are to complete the attached Emergency Drill Evaluation Worksheet (Attachment
F). Additional copies can be downloaded from the Emergency Services website at
http://achieve.lausd.net/emergencyservices on the Administrator’s Corner page.

Once the drill and evaluation worksheet have been completed, school personnel are
to log on to http://emergencydrills.lausd.net and enter the information from the
worksheet. A drill completion certificate will be automatically generated and e-
mailed. The certificate is to be retained in the log for proof of compliance during
an inspection. Once the drill information has been submitted online, the data
worksheet can be placed in the school’s drill log. For additional assistance see REF-
5803.4, Emergency Drills and Procedures, dated August 29, 2018.

RADIO TEST

The fall radio communications test is scheduled for Tuesday, October 15, 2019, at
10:00 a.m. (See REF-6537.0, Inter-Campus/District-Wide Safety Communications
Test). A District-wide Blackboard Connect emergency test message will also be sent
to all parents, guardians, and employees on this date as part of the District-wide
emergency exercise.

ITD Telecommunications Branch will conduct a communications test of the
following systems:

e School radio system used to contact School Police
e Back-up phone system (using the fax line)

o Voice message will be sent to all school fax lines
e Superintendent’s Emergency Notification System

o Reminder message will be sent to all principals

Schools are expected to conduct a test of all back-up school communication
systems, such as:

¢ Internal campus radios

e Cell phone contact list for staff
e E-mail distribution list for staff
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Schools can download the District’s updated “Radio Tree” and other documents from
the radio unit web site at http://achieve.lausd.net/radiounit.

After concluding the radio test, school site administrators are to complete the Radio Test
Emergency Drill Evaluation at http://emergencydrills.lausd.net.

California Government Code, Section 3100

California Government Code, 8607

California Education Code, Sections 35295-35297

California Disaster Assistance Act

California Code of Regulations, Title 19, Section 3.13
California Code of Regulations, Sections 2400-2450
California Administrative Code, Title 5, Educational facilities
Los Angeles Municipal Code, Section 57.111.06

For assistance or further information, please contact District Operations - Emergency
Services at (213) 241-5337.

To report broken base stations, contact the Information Technology Division Service
Desk at (213) 241-5200.

Administrators may consult the L. A. Unified Emergency Services website at
http://achieve.lausd.net/emergencyservices for emergency-related resources, including:
Sample school documents for school staff

District documents and resources

Links

Preparedness information

Preparedness power-point presentations

The L. A. Unified employee personal emergency preparedness campaign titled “YOYO
7-You’re On Your Own for 7 Days” is available at http://YO0YQ7.lausd.net and consists
of a website, poster and 30-second video Public Service Announcement.

Blackboard Connect support can be found at http://bbc.lausd.net or (866) 435-7684.

Site administrators are encouraged to direct all school staff to the Safety Training for
Emergency Preparedness at Schools (STEPS) program website for training resources,
including a list of MyPLN online training on earthquake-related emergency procedures.
Each course generates a certificate upon completion, which administrators can copy and
keep to track which employees have received which trainings. A full list of STEPS
courses is available at http://steps.lausd.net.
STEPS courses relevant to earthquakes include:
For all employees:

e STEPS 101 — Employee Duties during an Emergency

e STEPS 102 - Basic Emergency Preparedness for Home
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For classroom-level staff:

STEPS 202 — What to Do if There is an Earthquake at School

STEPS 206 - Classroom Hazard Mitigation — Making Classrooms Safer Before
the Emergency

STEPS 210 - Assisting Students with Special Needs during an Emergency
STEPS 211 — Common Pediatric Medical Emergency Considerations

STEPS 213 — Duties of the School Emergency First Aid Team

STEPS 214 - Duties of the School Search and Rescue Team

For school-level staff:

STEPS 400 - Basics of School Site Emergency Management

STEPS 402 - Planning for and Responding to an Earthquake at School

STEPS 407 — Communication Methods during an Emergency

STEPS 419 - Student Release and Parent Reunification Procedures Following
an Emergency

STEPS 420 - Incident Command System — Structuring your Emergency
Response Plan

STEPS 421 - Principles of Unified Command; Working with First Responders
and Outside Agencies

Related District Documents:

REF-6537.0 Inter-Campus/District-Wide Safety Communications Test
REF-5450.1 School Emergency Response Boxes

REF-5451.2 School Site Emergency/Disaster Supplies

REF-5803.4 Emergency Drills and Procedures

REF-5216.11
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ATTACHMENT A
SAMPLE EMERGENCY DRILL NOTIFICATION LETTER TO PARENTS

(School Letterhead)
(Date)
Dear Parents(s) or Guardian(s):

The safety and welfare of our students and staff are our highest priorities. To provide schools
an opportunity to practice emergency response procedures, the Superintendent of Schools
has asked all students and staff to participate in a District-wide emergency preparedness drill
on , at . Please be advised that students
will be dismissed at the regular time on this day.

The goals of the training drill are to improve our ability to protect students, save lives, and
reduce injuries. As part of the drill, the students and staff will participate in the activation of
our school’s Integrated Safe School Plan. You are encouraged to participate in this drill. For
information about how your school prepares for emergencies, you may check the website
http://achieve.lausd.net/pei. Information is available in five languages.

Please make sure that all contact information for your child is current at school, so that in the
event of an actual emergency, we can reach you.

Prior to the drill, please discuss with your child your family’s home emergency preparedness
plan. Several resources are available to help you prepare. The American Red Cross has
outstanding materials. You can obtain Red Cross materials in English or in Spanish from
their website: http://www.redcross.org or by calling the Los Angeles Chapter at (310) 445-
9900. Your telephone directory also has valuable information on first aid, CPR and home
preparedness.

If you have any questions or need further information, please do not hesitate to call our school
office at :
(School telephone number)

Sincerely,

Principal

REF-5216.11 August 20, 2019
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ATTACHMENT B
SAMPLE EMERGENCY DRILL NOTIFICATION LETTER TO PARENTS

(School Letterhead)

(Fecha)
Estimados padres de familia o tutores legales:

La seguridad y el bienestar de nuestros alumnos y del personal son nuestras prioridades

fundamentales. A fin de que las escuelas tengan la oportunidad de practicar los procedimientos a

seguir en caso de una emergencia, el superintendente escolar le ha solicitado a todo el personal y los

estudiantes que lleven a cabo un ejercicio de simulacro de preparacion para emergencias que

abarcard a todo el Distrito y se realizara el de , a las
. Ese dia, el horario de salida de clases sera el habitual.

El objetivo de este ejercicio de entrenamiento es mejorar nuestra capacidad para proteger a los
estudiantes, salvar vidas, y limitar las lesiones que se pudieran producir. Como parte de dicho
entrenamiento, los estudiantes y el personal participaran en la activacion de nuestro Plan de
Seguridad Escolar. Se insta a todos a tomar parte en el simulacro. Para informacion sobre como se
prepara su escuela para emergencias, pueden revisar el sitio web http://achieve.lausd.net/pei. La
informacidn se encuentra disponible en cinco idiomas.

Por favor, asegurense de tener a dia la informacion de su hijo(a) para poder ponernos en contacto
con usted en caso de una emergencia real.

Solicitamos a los padres de familia que, antes de la fecha de realizacion del simulacro, conversen
con sus hijos acerca del plan de preparacion que tengan en sus hogares. Existe una serie de recursos
disponibles para ayudarles a estar mejor preparados. La Cruz Roja cuenta con material
extraordinario., el cual puede obtenerse en inglés o espafiol visitando el portal de Internet en:
http://www.redcross.org, o llamando a la seccion de Los Angeles al (310) 445-9900. En la guia
telefonica también se puede encontrar informacion valiosa sobre primeros auxilios, la resucitacion
cardiopulmonar (CPR, por sus siglas en inglés), y preparacion para el hogar.

Si tiene alguna otra pregunta o necesita mas informacion, por favor no dude en llamar a la oficina
de la escuela al

(nimero de teléfono de la escuela)

Atentamente,

Director(a)

21173ajs_Translated by the LAUSD Translations Unit
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ATTACHMENT D
SAMPLE EMERGENCY DRILL NOTIFICATION LETTER TO PARENTS

(School Letterhead)
(Date)
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ATTACHMENT E
SAMPLE EMERGENCY DRILL NOTIFICATION LETTER TO PARENTS

(School Letterhead)
(Date)
Zupgkih duny(ubkp) Yud phwdwlu (ubkp),

Utp wpwlbkpnutph b whwwnwluqdh wbduwbgnipnitt nt pupbbgmpniup  dbp
wnwetwhbpp pughpubpt Gu: Npuybkugh nupngupp  unwbwbt  htwpwynpnipnii
gnpstwjutinmid  Jhpwnebk] wpunwlupg hpwghdwliubiph  wpdwquipdwt  plupwuguljupgp,
nupngubph JEpuljugnit jpugpnid £ popnp wpwlbpnubphtt b wpyiuwnwljuquhtt dwutwlgly
opowth dwupnnwpny Juquulibtpyynny wpunwlupg hpwdhdwljubph yunpuungusnipju
Jupdnipinitubpht , dandp : Sknkjwugunid Eup, np
wyn opp wowkpunutpp juquundt nuutphg:

Nunignqulub  Jupdmpmbbbph  twwuwlibipt &b pupbjudl] wowlkpnbkphb
wuonwwiknt dkp nttwlynipniup, thplk dwupnpught jjutpkp b tJuqbkgut] Juwuduspubpp:
Jupdnipjnitubnh dh dwut b Yuquh wowljpnubph b wyhwwnwljuquh dwubtwlgnipniup
Utp ngupngh Ubdunuwbgnipjumt  dpwgpnud: Ynsy Gup winmd 4dkq  dwutwlgl]  wju
Juipdnipnitubpht: Gph guwujwunid Ep nknkinipmniuubp vnwiw, pk hywbu k dkp nupngp
wunpuundnud wpdwquiipk] wpnwulupg  hpudhdwlubpht, Gupng bp uyghil] Guypp
http://achieve.lausd.net/pei: Sknklnipniuubpp hwuwikh ki hhug (kqyny:

vanpnid Eup hwdngyby, np pojnp Yninuljunughtt nbnEimpniatubpp dkp Epkluwgh Epuptpyuyg

wnlw Eu npupngnud, npytugqh ppujut wpnwljupg hpwyhdwh piypnid dkup jupnnuuwip
Juwyt) dkq htiwn:

Lwjupwt Jupdmipjnittbpp jpugpniud Gup putiwplty dkp Eptjuwgh hbn vt qupdwutbpnid
wpunulung hpwyhdwljubpht wunpuunjuwsdnipjut yjwip: Unljw £ vh putth nkunipu, npnip
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ATTACHMENT F
EMERGENCY DRILL EVALUATION WORKSHEET

You may use this form to record your drill information prior to submitting through
http://emergencydrills.lausd.net. Schools are expected to submit an evaluation after each
emergency drill. Adrill certificate of completion will be e-mailed upon completing and submitting
this evaluation. E-mails containing drill certificates should be archived. Drill certificates should
be printed and retained in the emergency drill log book for proof of compliance during inspections.

School*:

First and Last Name (of person completing this form)*:
Position (of person completing this form)*:

Check appropriate box regarding the submission of this drill evaluation*:
[ ] New submission [ ] Resubmission (to correct a previous submission)

Date Drill Conducted*: / /

Time Drill Started (based on alert)*: (am./p.m.)
Time Drill Completed (when everyone was accounted for)*: (a.m./p.m.)
Emergency Drill Type*:

[ ] Fire [ ] Earthquake (Drop/Cover/Hold On) [ ] Lockdown
[ ] Shelterin Place [ ] Take Cover/Drop [ ] Other

APwnhE

5. What type of system alerted students/employees to the drill?*
[ ] Bell/tone [ ] Voice via Public Address (PA) System [ | Megaphone
[ ] Whistle [ ] Other

6. In how many minutes did everyone evacuate?* (minutes)
If evacuation was not part of the drill, respond ““0.”

Number of Participating Employees™:

Number of Participating Students*:

Number of Participating Students with Disabilities*:

0. Number of Participating Parents/Guardians™:

1. If parents/guardians participated, what were their roles?*

RBE oo~

12. How were parents/guardians notified about the drill?*
[ ] Blackboard Connect [ ] Newsletter [ ] School website
[ ] Marquee/Sign at entrance [ _] No Notification [ ] Other

13. Was an Incident Command post established?* (Y/N)
14. Did an employee take the School Emergency Response Box to the assembly
area/command post?* (Y/N)
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ATTACHMENT F

15. How was the school'’s Integrated Safe School Plan (ISSP) used for the drill?*
(Check all that apply.)

[ ] During the planning of the drill  [_] During the execution of the drill

[ ] After the drill [ ] Did not use the ISSP

[ ] Other

16. Comments Regarding the Use of the ISSP:

For 17 through 22, please rate the performance in each of the aspects specified. 1 is the lowest.
112 [3|4 |5]|N/A

17. Execution of Emergency Procedures by Students*

18. Execution of Emergency Procedures by Employees*

19. Execution of Emergency Team Duties*

20. Accounting for All Students, Employees and Others on
Campus*

21. Alert system*

22. Communications During the Drill*

23. Did the School Safety Committee and/or Emergency Team Leaders debrief after the
drill?* (Y/N)
24. List the top lesson learned from this drill and how it will be addressed.*

25. What District training support would improve emergency drills and/or preparedness?

26. Additional Comments:

* Response required

Questions can be directed to emergencyservices@lausd.net or 213-241-5337. This form may also
be downloaded at http://achieve.lausd.net/emergencyservices.
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School:

Los Angeles Unified School District
Division of District Operations

EMERGENCY RESPONSE TEAM LOG

Date:

Team:

ATTACHMENT G

Team Leader:

Directions: Keep a chronological record of all pertinent information.

Date

Time

Important Information/Action Taken

Retain a copy at the school site to document response/assistance.
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1.LOS ANGELES UNIFIED SCHOOL DISTRICT
REFERENCE GUIDE

ATTACHMENTH

School Emergency Status Report (SESR) User Guide
Log in to https://sesr.lausd.net using Single sign-on credentials.
The School Emergency Status Report (SESR) is an online tool that helps L. A. Unified compile
critical emergency data from every school and get help and resources to schools during a large
disaster. During an actual disaster, schools will be notified if they need to submit a SESR. It is
understood that information in SESR may change over time, and that reports may be submitted with
incomplete data. This tool is not to be used in place of completing an iISTAR or trouble call/ticket

during a routine school day.

@@&®

School Emergency Status Report
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Hurber of Othars on Campus

The final section accounts for everyone at the school. It
is understood that attendance counts may be estimated.
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