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	Annual Emergency Review Checklist


School 

     School Year 



	   Date
	Activity
	Responsible

Person
	Date

Completed

	August
	School Facilities/Grounds Hazard Assessment
	

	


	August
	Review School Buildings Plan 
	

	


	August
	Review Evacuation Routes
	

	


	September
	Update Emergency Phone Numbers and Resources
	

	


	September
	Inventory of Special Staff Skills
	

	


	September
	Survey of Neighborhood Resources
	

	


	September
	Assign Staff Emergency Functions
	

	


	September
	Send Message to Parents
	

	


	September
	Update Bus Routes to Identify Potential Hazards
	

	


	September
	Staff Orientation of Plan
	

	


	April
	Review Plan
	

	



Prepared By 
    Date  



	School Administrator’s Emergency Planning Checklist - 1 



PREPAREDNESS

Are you and your staff aware that, under Government Code 3100, you are Disaster Service Workers?  Do you and they understand what this entails?

Does your school have a disaster plan and is it updated regularly?

Have you identified a team of leaders in your school community who will assist in your emergency planning efforts?

Are you, your teachers and your staff aware of what roles and responsibilities they have under the plan?

Does your plan incorporate the principles of SEMS (Standardized Emergency Management System) and NIMS (National Incident Management System) as required?

Is your staff trained to perform the responsibilities under SEMS/NIMS?  

Have you had drills and exercises that involve the performance of SEMS/NIMS duties?

Have you conducted an inventory of the kinds of skills or needs of your staff?  

Have you trained your staff in CPR, basic FIrst Aid, SERT (School Emergency Response Team), damage assessment and search and rescue?

Does your staff know the location and have maps of the facility showing the main gas, electricity and water shut-off valves?

Have you made a list and map of the locations of first aid and emergency supplies and made sure the items are restocked on a regular basis?

Does your site have sufficient supplies (water, food, blankets) to handle emergency situations that may last up to three days?

Is everyone aware of primary evacuation routes and alternate routes?  Do your drills include using alternative routes?

Have bookshelves, file cabinets, free-standing bookcases, aquariums, etc. been bolted to the wall or arranged to support each other?

	School Administrator’s Emergency Planning Checklist - 2 



MITIGATION

Have bookshelves, file cabinets, free-standing bookcases, aquariums, etc. been bolted to the wall or arranged to support each other?

Have heavy items been removed from the tops of bookshelves and cabinets?

Have windows in classrooms and other campus buildings been equipped with safety glass or covered with protective film?

Are partitions, suspended ceilings, overhead lights and air ducts secured to the structure of the building?

Are televisions mounted and secured properly in classrooms?

Have you evaluated exits in classrooms, multipurpose rooms and offices to ensure they will remain clear for evacuation routes in an emergency?

Have inventories been made of hazardous materials throughout your schools and facilities?

Are hazardous materials identified, separated and stored properly?

Is there an earthquake preparedness program in your plan?

Are there any programs established between the district, agencies and community groups that discuss the school district’s policies regarding student release and retention and the development of family preparedness plans ?

How and where are you storing vital data, plans and records?  Do you have duplicate copies of important documents stored in an off-site location? 

EMERGENCY RESPONSE

Does your district have a policy requiring the use of SEMS/NIMS?

Has your administration clearly communicated OES policy and performance expectation to all staff?

Has your district incorporated the principles of SEMS/NIMS in its plan, emergency response procedures and training materials?

Are the school site plans coordinated with the district’s plan?
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EMERGENCY RESPONSE (continued)
Has your staff been trained in SEMS/NIMS and do they understand the basic principles as required?

Has your staff been trained in how to perform any functions to which they may be assigned during a declared disaster?

Does your school district have an arrangement with structural engineers who will report to the campus directly after a disaster to evaluate the facilities?

Do you have arrangements in place with local vendors to provide services, fuel for generators, and materials to support recovery efforts?

Have you identified an evacuation site? Is there an alternate location if your original site is not useable?  

Have you determined how to transport students to an alternate location if necessary?

Do you know if your school has been designated as a potential mass care shelter?  Do you have a Memorandum of Understanding with public health agencies or with the American Red Cross?

Do you know what to do with seriously injured students?

Does your school have clearly established student tracking procedures?

Have you developed emergency sanitation procedures?

Have you determined who will serve as the Public Information Officer to provide information to the media after a disaster, and is that person properly trained in accordance with SEMS/NIMS?  

Have you identified personnel who can translate information to non-English speaking parents or guardians?

Has a central Emergency Operations Center (EOC), “command post” or other central planning area been identified?

Has the EOC been equipped with maps of the campus, facilities and hazards in the area, a student roster for the current year, first aid supplies and other tools necessary to manage the emergency response after a disaster?

Does your campus have an internal communication system such as walkie 

talkies, bullhorn and/or public address system?
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RECOVERY


The following items are usually district-level responsibilities.  An individual campus site might want to check with its district to determine the procedures that will be followed or develop a campus plan.

Have you Identified record keeping requirements and sources of financial aid for disaster relief?

Is someone designated to determine if buildings are safe after an event?

Do you have an established absentee policy for staff and students after a disaster?

Do you have an established agreement with mental health professionals to provide counseling to students and their families after the disaster?

Are there established alternative teaching methods for students unable to return immediately to classes:  correspondence classes, tele-teaching, group tutoring, on-line teaching, etc?

Is there a plan for conducting classes if some of the school facilities are damaged – half-day sessions, alternative sites, portable classrooms?

Are you familiar with the procedures involved, and forms used in claiming disaster assistance from the state and federal governments? Work with your local or state emergency services professionals to maximize your cost-recovery abilities.

Checklist adapted from:

California Governor’s Office of Emergency Services, School Emergency Response: Using SEMS at Districts and Sites - http://www.oes.ca.gov/Operational/OESHome.nsf/PDF/SEMSschoolplan/$file/SEMSschoolplan.pdf 

	School Safety/Hazard Assessment Checklist - 1 


School 

     School Year 



	SCHOOL EXTERIOR AND PLAY AREAS
	YES
	NO
	RECOMMENDATIONS

	1. School grounds are fenced.
	
	
	

	2. Signs posted for visitors to report to office and sign-in
	
	
	

	3. Restricted areas are clearly marked
	
	
	

	4. Shrubs and foliage are trimmed for good line of sight.
	
	
	

	5. Bus loading and drop-off zones are clearly identified.
	
	
	

	6. Access to bus loading area is restricted to other vehicles during loading/unloading.
	
	
	

	7. Staff is assigned to bus loading/ drop-off areas.
	
	
	

	8. There is a maintenance schedule for:
	
	
	

	      a.  Outside lights
	
	
	

	      b.  Locks/hardware
	
	
	

	      c.  Storage sheds
	
	
	

	      d.  Windows
	
	
	

	      e.  Other exterior buildings
	
	
	

	9. Parent drop-off and pick-up area is clearly defined.
	
	
	

	10. Lighting around the building is adequate.
	
	
	

	11. Lighting is provided at entrances and other possible access points.
	
	
	

	12. Directional lights are aimed at the building.
	
	
	

	13. The school ground is free from trash or debris.
	
	
	

	14. The school is free of graffiti.
	
	
	

	15. Play areas are fenced.
	
	
	

	16. Playground equipment has tamper-proof fasteners.
	
	
	

	17. Visual surveillance of bicycle racks is possible.
	
	
	

	18. Visual surveillance of parking lots is possible.
	
	
	

	19. Parking lot is lighted properly; all lights are functioning.
	
	
	

	20. Parking stickers are issued for assigned parking areas. 
	
	
	

	21. Ground floor windows have no broken panes.
	
	
	

	22. Locking window hardware is in working order.
	
	
	

	23. Basement windows are protected with grill or cover.
	
	
	

	24. Doors are locked when classrooms are vacant.
	
	
	

	25. High-risk areas are protected by security locks.
	
	
	

	      a.  Main Office
	
	
	

	      b.  Cafeteria
	
	
	

	      c.  Computer Lab
	
	
	

	      d.  Industrial Arts rooms
	
	
	

	      e.  Science Labs
	
	
	

	      f.   Nurse’s Office
	
	
	

	      g.  Boiler Room
	
	
	

	      h.  Electrical Rooms
	
	
	

	      i.   Phone line access closet
	
	
	

	      j.   Emergency cache storage facility
	
	
	

	      k.  Other (describe)
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	26. Unused areas of the school can be closed off during after-school activities
	
	
	

	27. Restricted areas are properly identified.
	
	
	

	28. School has written regulations restricting students’ and visitors’ access to buildings and grounds.
	
	
	

	29.  Other (describe)
	
	
	

	30.  Other (describe)
	
	
	


	SCHOOL INTERIOR
	YES
	NO
	RECOMMENDATIONS

	1. School has a central alarm system.
	
	
	

	2. The entrance is visible from the main office.
	
	
	

	3. The entrance for visitors is clearly marked and designated.
	
	
	

	4. Multiple entries to the building are controlled and supervised.
	
	
	

	5. Administrative staff maintains a highly visible profile.
	
	
	

	6. Visitors are required to sign-in
	
	
	

	7. Visitors are issued I.D. badges or passes 
	
	
	

	8. Proper identification is required of vendors, repairmen
	
	
	

	9. All staff (full-time, part-time and bus drivers) are issued an ID card that is worn in a visible manner
	
	
	

	10. The following areas are properly lighted:
	
	
	

	      a.  Hallways
	
	
	

	      b.  Bathrooms
	
	
	

	      c.  Stairwells
	
	
	

	11. Hallways and bathrooms are supervised by staff.
	
	
	

	12. Bathroom walls are free of graffiti.
	
	
	

	13. Doors accessing internal courtyards are securely locked from the inside.
	
	
	

	14. Exit signs are clearly visible and pointing in the correct direction.
	
	
	

	15. Switches and controls are properly located and protected.
	
	
	

	16. Access to electrical panels is restricted.
	
	
	

	17. Mechanical rooms and other hazardous areas are kept locked using key-only access locking system.
	
	
	

	18. School files and records are maintained in locked, vandal-proof, fireproof containers or vaults.
	
	
	

	19. School maintains a record of all maintenance on doors, windows, lockers and other areas of the site.
	
	
	

	20. Students are restricted from entering vacant classrooms alone.
	
	
	

	21. Friends, relatives and non-custodial parents are required to have written permission to pick up a student from school.
	
	
	

	22. Students are required to have written permission to leave school during school hours.
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	23. There are written regulations regarding access and control of school personnel using the building after hours.
	
	
	

	24. Faculty members are required to lock classrooms upon leaving.
	
	
	

	25. A person is designated to perform the following security checks at the end of the day:
	
	
	

	      a.  All classrooms are locked.
	
	
	

	      b.  All restrooms are empty.
	
	
	

	      c.  All locker rooms are empty.
	
	
	

	      d.  All exterior entrances are locked.
	
	
	

	      e.  All night lights are working.
	
	
	

	      f.  The alarm system is set.
	
	
	

	27. The telephone numbers of the principal and/or other assigned contact people are provided to the local police department and fire department in the event of a suspicious or emergency situation
	
	
	

	28. Law enforcement personnel monitor school grounds after school hours.
	
	
	

	29. All school equipment is permanently marked with an identification number.
	
	
	

	30. An up-to-date inventory is maintained for all expendable school supplies.
	
	
	

	31. School storage is available for valuable items:

a.  During school hours

      b.  After school
	
	
	

	32. The school  has a policy for handling cash received.
	
	
	

	33. The school has regular maintenance and/or testing of the security alarm system at least annually.
	
	
	

	34. Classrooms are numbered.
	
	
	

	35. Classroom locks can be operational from the inside.
	
	
	

	36. The public address system works properly.
	
	
	

	      a.  It can be accessed from several areas at school.
	
	
	

	      b.  It can be heard and understood outside.
	
	
	

	37. Convex mirrors are used to see around hallway corners.
	
	
	

	38. Communication means used during emergencies  (Check all that apply)
	
	
	

	      a.  Two-way radios
	
	
	

	      b.  Cell phones
	
	
	

	      c.  Pagers
	
	
	

	      d.  Other (describe)
	
	
	

	39. There is two-way communication between the office and:
	
	
	

	      a.  Classrooms
	
	
	

	      b.  Duty stations
	
	
	

	      c.  Portable classrooms
	
	
	

	      d.  Staff outside the building
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	      e.  Bus drivers
	
	
	

	      f.  Maintenance personnel
	
	
	

	      g.  Other (describe)
	
	
	

	40. A control system is in place to track keys and duplicates.
	
	
	

	41. Other (describe)
	
	
	

	42. Other (describe)
	
	
	


	SCHOOL POLICY DEVELOPMENT and ENFORCEMENT
	YES
	NO
	RECOMMENDATIONS

	1. School Conduct Policy is reviewed and updated annually
	
	
	

	2. A visitor screening policy is in effect.
	
	
	

	3. The school has a Crisis Management Plan in effect that is reviewed and updated annually.
	
	
	

	4. A chain-of-command has been established for the school when the principal and/or other administrators are away from the building.
	
	
	

	5. The school has implemented proactive security measures on campus, at school-sponsored events and on all school property (including school buses).
	
	
	

	6. Disciplinary consequences for infractions of the Code of Conduct are fairly and consistently enforced.
	
	
	

	7. Parents are an integral part of student discipline procedures and actions.
	
	
	

	8. Parents are an integral part of the school’s safety planning and policy implementation.
	
	
	

	9. The school provides a system for anonymous reporting of problems or incidents by staff and students.
	
	
	

	10. Specific policies and/or procedures are in place that detail staff responsibilities for monitoring and supervising students outside the classroom (e.g., hallways, cafeteria, restrooms)
	
	
	

	11. School has implemented a proactive policy regarding parental actions during sporting events
	
	
	

	12. The Workplace Accident and Illness Prevention Program is an integral part of the School’s Safety Plan
	
	
	

	13. Other (describe)


	
	
	

	14. Other (describe)
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	DATA COLLECTION PROCEDURES
	YES
	NO
	RECOMMENDATIONS

	1. All violations of state and federal law are reported to law enforcement.
	
	
	

	2. A reporting procedure for disruptive and violent incidents on campus has been established.
	
	
	

	3. Records of data have been established to identify and analyze recurring problems.
	
	
	

	4. Accident reports are filed when a student a student is injured on school property or during school-related activities
	
	
	

	5. The incident reporting system is reviewed and updated annually.
	
	
	

	6. Other (describe)


	
	
	

	7. Other (describe)


	
	
	


	INTERVENTION AND PREVENTION PLAN
	YES
	NO
	RECOMMENDATIONS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Prepared By 
   Date Prepared  



*  School Safety/Hazard Assessment Checklist adapted from work by the Virginia State Education Department and modified by the New York State Police as a resource for school administrators.

	Classroom Safety/Hazard Assessment Checklist


School 

     Room No.



	
	YES
	NO
	UNKNOWN
	NOT

APPLICABLE

	Are freestanding cabinets, bookcases, and wall shelves secured to a structural support?

 
	
	
	
	

	Are heavy objects removed from high shelves?  (High shelves are shelves above the heads of seated students/teachers desk.)
	
	
	
	

	Are aquariums and other potentially hazardous displays located away from seating areas?
	
	
	
	

	Are A.V. equipment and computers securely attached to a portable (rolling) cart with lockable wheels?
	
	
	
	

	Is the T.V. monitor securely fastened to a securely fastened platform and/or cart?
	
	
	
	

	Is the classroom piano secured against rolling during an earthquake?
	
	
	
	

	Are wall-mounted clocks, maps, fire extinguishers, etc., secured against falling?

	
	
	
	

	Are hanging plants secured to prevent them from swinging free or breaking windows during an earthquake?

	
	
	
	

	Is lab equipment secure to prevent movement?


	
	
	
	

	Are chemicals stored in low, closed cabinets to prevent spillage?
	
	
	
	

	Has an inventory of the chemicals been prepared?



	
	
	
	

	Are computers, printers and other heavy equipment secured to prevent movement?
	
	
	
	

	Are animal cages secured to prevent movement?


	
	
	
	

	Are objects around doors secured so as not to fall and  block egress?
	
	
	
	


Prepared By






        Date Prepared  




	Evacuation Routes Hazard Checklist


School 

     School Year



	
	YES
	NO
	LOCATION

	Is any maintenance and/or repair being done that places construction obstacles in normal evacuation routes?
	
	
	

	Do hallways and/or doors contain glass panels?
	
	
	

	Are these panels of safety (tempered) glass?
	
	
	

	Do lockers, bookshelves and other storage units line 

hallways?
	
	
	

	Is lighting dependent on electricity rather than sunlight?
	
	
	

	Do building exit routes pass through arcades, canopies or porch-like structures?
	
	
	

	Do building exit routes pass over bridges or near streams, rivers, canals, shorelines, seasonal wetlands or other bodies of water?
	
	
	

	Are clay or slate tiles on roofs of school buildings?
	
	
	

	Is building faced with parapets, balconies or cornices?
	
	
	

	Are gas, sewer and power lines near outdoor assembly 

areas?
	
	
	

	
	
	
	

	
	
	
	


Note:
(1)
This form is to be completed each school year prior to return of teachers and staff.


(2)
Results of this assessment may require:

· memo to staff alerting them to temporary changes in normal evacuation routes;

· completion of a Hazardous Report Form included in the Emergency Management Plan Appendices. 

Prepared By 





                   Date Prepared  




	Drill/Exercise Planning Checklist


School 

     Date 



	
	DONE
	DATE
	COMMENTS

	ASSESS TRAINING NEEDS
	
	
	

	Analyze the threats and hazards
	
	
	

	What are the highest priority natural, technological or man-made hazards of the school?
	

	What physical or geographical components of the school are most vulnerable to these threats?
	

	What functions are in most need of rehearsal?
	
	
	

	(   Evacuation                                   (  Lockdown                            (  Student Release    

(   Communications                          (  Medical/.First Aid                 (  Personnel Mgmt

(   Coordination and Control             (  Incident Command              (  Resource Mgmt/Supplies Distribution

(   External Agency Interaction        ( Search and Rescue              (  Other

	
	
	
	

	DEFINE THE SCOPE
	
	
	

	Determine the suitable exercise types
	
	
	

	(   Orientation Seminar            (   Drill              (   Tabletop             (   Functional             (   Full-scale

	Prepare pre-exercise notification
	
	
	

	Obtain support of superintendent, staff and parents
	
	
	

	Coordinate with participating agencies
	
	
	

	( Police                                              ( Fire Department                    (  Public Works

( Emergency Medical Services         ( School Resource Officer       (  Hospital

( State Agencies                               ( Volunteer Organizations        (  Local Authorities./Town Manager

( Other                                              (                                                (  

	 
	
	
	

	Develop planning milestones
	
	
	

	Coordinate orientations and/or training
	
	
	

	
	
	
	

	DEFINE EXERCISE OBJECTIVES
	
	
	

	Write statement of purpose
	
	
	

	Compose exercise narrative/scenario
	
	
	

	Identify expected actions
	
	
	

	
	
	
	

	WRITE MAJOR AND DETAILED EVENTS
	
	
	

	Plan exercise enhancements – props, maps, color cards, computers, radios, press releases
	
	
	

	Identify an evaluation team to determine how actions will be monitored and measured against plans and procedures
	
	
	

	Prepare evaluation plan and checklists
	
	
	

	Conduct pre-exercise briefings
	
	
	

	
	
	
	

	POST-EXERCISE ACTIONS
	
	
	

	Conduct post-exercise review with staff and other participants
	
	
	

	Prepare After-Action Report
	
	
	

	Identify post-exercise mitigation activities
	
	
	

	Identify additional training/drills
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	Emergency Phone Numbers -Sample


School 

     School Year



	Emergency:  Fire, Medical Aid
	911

	School District Office
	

	Local Fire Department
	

	Local Police Department
	

	Sheriff’s Office
	479-2311

	Marin County Office of Education
	472-4110

	Marin County Office of Emergency Services
	499-6584

	Marin County Emergency Operations Center
	499-5617

fax    499-7829

	Kaiser Hospital
	444-2000

	Marin General Hospital
	925-7000

	Novato Community Hospital
	209-1300

	American Red Cross, Marin Chapter
	721-2365

	P.G.& E. Service Interruption Information
	800-743-5000

	Nearest Skilled Medical Assistance
	

	Nearest Emergency Assistance
	

	California Highway Patrol
	924-1100

	KCBS Radio AM-740
	454-5227

	KGO Radio AM-810
	362-4809

	Channel 4-TV
	561-8136

	Channel 5-TV
	363-5550

	Channel 7-TV
	954-7465

	Channel 36-TV
	

	
	

	
	

	
	

	
	

	
	


Prepared By 





                   Date Prepared  
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