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Quick Guide: Print and post near door 

https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/318/Classr
oom%20emergency%20quick%20guide%20APPROVED%20FINAL.pdf

(THIS IS THE EMERGENCY CLASSROOM GUIDE LAUSD and as we are on their 
site we follow their protocols)

THIS IS A GUIDE FOR TEACHERS/STAFF 

https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/318/Distric
t%20Programs%20Emergency%20Quick%20Guide%20%2002042021FINAL.pdf

https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/318/Classroom%20emergency%20quick%20guide%20APPROVED%20FINAL.pdf
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/318/Classroom%20emergency%20quick%20guide%20APPROVED%20FINAL.pdf
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/318/District%20Programs%20Emergency%20Quick%20Guide%20%2002042021FINAL.pdf
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/318/District%20Programs%20Emergency%20Quick%20Guide%20%2002042021FINAL.pdf


NAEEM RADIO 
● https://achieve.lausd.net/radiounit 

● The https://www.lausd.org/drills The Emergency radio test will take place on  Tuesday, October 

17, 2023   Updates to the Emergency Radio Communication Tree will be available shortly before 
the test. Please download and review a fresh copy of the Radio Communications Tree a few 
days before every radio test. 

● Schools should maintain a record on site of all their emergency drills. Both the Fire 
Department and the Office of Environmental Health and Safety audit and issue citations to 
schools for failure to comply with the mandated drill schedule. Schools can consult Reference 
Guide 5803.6 Emergency Procedures, Drills, and Districtwide Emergency Exercises. Check 
the Emergency Drill Frequency Chart below for the types of required drills and how often each 
must be conducted at each school type to meet requirements.

???

● DRILLS FOR 20223 (WHAT DO I NEED TO BE DOING IN TERMS OF THIS REQUIREMENT
● DO WE HAVE A TRIAGE KIT? )

https://achieve.lausd.net/radiounit
https://www.lausd.org/drills
https://achieve.lausd.net/radiounit
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/318/REF-5803.6%20Emergency%20Procedures%20Drills%20and%20Districtwide%20Emergency%20Exercises%20with%20Attachments.pdf
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/318/REF-5803.6%20Emergency%20Procedures%20Drills%20and%20Districtwide%20Emergency%20Exercises%20with%20Attachments.pdf
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/318/Emergency%20Drill%20Table%20OEM%20Spring%202023%20final%20REV%201.30.23.pdf






















Lock-Down Response (2 Types)
Lock-Down Response 

• A lock-down response is conducted 
when there is an emergency that 
requires the activation of the 
school Emergency Response Team 
– S.E.R.T. (Attempted Suicide on 
Campus, Stabbing at the School 
Site) 

Lock-Down No Response:

• Lock-down NO response means the 
School Emergency Response Team 
(S.E.R.T.) is not activated (Gunman, 
Shots being fired, Hostage 
Situation).  



Teacher Duties

• Teachers and students will remain in 
the classroom or secure area until 
further instructions are given by the 
Principal or law enforcement

• Teachers should turn off the lights 
and keep students away from the 
door/windows, keep teaching

• Use the green/red paper to indicate 
your needs on the door window.

• DO NOT open the door for anyone, 
including your Principal/other 
teachers. Anyone who needs to get 
into your room will do so with a key.



Student Duties

• Students are to follow directions of the adult that is with them at the 
time of the Lock-Dow. Every students must remember to stay calm, 
listen and follow directions. 

• Lock-Down called between periods, immediately proceed to your 
next (? I WOULD SUGGEST OR NEAREST CLASSROOM) scheduled 
class.

• Lock-Down called during nutrition, lunch, and before or after school, 
immediately proceed to your advisory class (? I WOULD SUGGEST OR 
NEAREST CLASSROOM). 







Lock-Down Signal

Lock Down Response

• S.E.R.T. is Activated. Everyone remains in classroom and S.E.R.T. team 
meets in the command center (office).

Everyone waits for an all clear command. 

A Lock Down No Response

• A S.E.R.T. is not activated. Everyone remains in the classroom until 
they receive an all clear command.





S.E.R.T. for Fair site( please edit for me RT)

• Incident Commander – Mr. Thomas

• Site Coordinator –  Mrs. Kraake

• Safety Officer – Mrs. Kraake

• Public Information Officer – Mr. Thomas -Mrs. Kraake -Mr. Naeem

• First-Aid Responder – Naeem Rashid

• Police/Fire/Medical Coordinators – Perla Manzo/Nataly Figueroa

• Search Team Coordinators – Mr. Weaver/Mr. Jackson/Mr. Romik 

• Parent Coordinator  -Ms. Nataly and Ms. Tiffany 



Incident Commander (Mr. Thomas)

• Coordinates emergency response effort.

• Ensures that necessary notifications are made.

• Coordinates, police, fire, medical, response.

• Manages the crisis.



Site Coordinator Mrs. Kraake)

• Responds to the site of emergency.

• Control access to the affected area.

• If necessary, preserve the crime scene until police arrive and assume 
control.

• Keep Incident Commander advised of the situation. 



Safety Officer 

• Responsible for monitoring the safety conditions for students and staff.

• Monitor operational activities to assess potential danger and unsafe conditions

• Correct unsafe acts or conditions through regular lines of authority, when 
possible.

• Monitor stress levels of personnel involved in the response.

• Safety Considerations 
• Are people performing out of role or responsibility?
• Is there enough manpower available to perform the prescribed tasks?
• Are the prescribed task being performed properly?
• Is an appropriate personnel protection equipment (ppe) being used?  



Public Information Officer (Mr. Thomas)

• Will meet with the media and arrange for their needs.

• Will assist in preparation of a news statement and arrange interviews.

• Also act as a recorder noting the time notifications were made, who 
was notified and will maintain a log of the sequence of events.

• Establish a media information center.

• Provide press briefings and news releases as appropriate.

• Prepares information for distribution to parents and students.



First Aid Responder 

• Provide emergency first aid until medical assistance arrives.

• Keep Incident Commander advised of situation:
• Condition of injuries

• Name (s) of injured



Police/Fire/Medical Coordinator 

• Secure campus (lock all unlocked entrances)

• Meet emergency personnel and direct them to the scene.

• Follow instructions of Police/Fire/Medical personnel at the scene:
• Turn off electricity/water/etc.

• Lock or unlock doors

• Return to front of school and assist with directing media, parents, 
district personnel to appropriate locations.

• Keep IC advised of situation.



Search Team Coordinators

• Will assemble adults who do not have supervisor duties into two-
person search team who will check restrooms, hallways, and other 
non-classroom areas for students or outsiders. The search teams will 
pick up the Emergency Attendance from each teacher in his/her 
assigned sweep area.

• Assemble the lists of missing students and forward them to the 
Command Center. During the reconciliation phase he/she will ensure 
the Early Release Log and Visitor’s Log included in the process.



Parent Coordinator

• Will be responsible for dealing with parents who may respond the  
school

•  Advise parents of the situation and advised them if their child is or 
isn’t involved in the emergency. If appropriate state: “the parents of 
the injured child have been notified.”

•  After the All Clear, assist those parents who wish to take their 
children home.

• Parent staging area: Front of the school.



Other Safety Considerations 

• KEEP DOORS LOCKED AT ALL TIMES

• KEEP WINDOWS UNOBSTRUCTED

• KEEP THE GREEN/RED CARDS WITH YOUR EMERGENCY PACK

• KEEP STUDENT ROSTED UPDATED

• FOLLOW 19 STEPS FOR CLASSROOM SAFETY/COMPLIANCE AT ALL 
TIMES



Other Considerations

• A “Lockdown”  of the campus is called by either a law enforcement 
agency or a site administrator to secure the school during police 
actions, campus intrusions, community incidents, hazardous 
materials leaks, or other real or perceived threats to the security of 
the school. The site administrator terminates the lockdown, after 
consulting with law enforcement.

• Allow only police/medical/fire and school administrators to contact 
or pass information to parents of students who may have been 
injured in any way during the lock down.

• Always keep student/staff safety as our number one priority at all 
times.



Lock-Down Response (2 Types)

Lock-Down Response 

• A lock-down response is conducted when there is an emergency that 
requires the activation of the school Emergency Response Team – 
S.E.R.T. (Attempted Suicide on Campus, Stabbing at the School Site) 

Lock-Down No Response:

• Lock-down NO response means the School Emergency Response 
Team (S.E.R.T.) is not activated (Gunman, Shots being fired, Hostage 
Situation).  



Teacher Duties

• Teachers and students will remain in the classroom or secure area 
until further instructions are given by the Principal or law 
enforcement

• Teachers should turn off the lights and keep students away from the 
door/windows, keep teaching

• Use the green/red paper to indicate your needs on the door window.

• DO NOT open the door for anyone, including your Principal/other 
teachers. Anyone who needs to get into your room will do so with a 
key.



Student Duties

• Students are to follow directions of the adult that is with them at the 
time of the Lock-Dow. Every students must remember to stay calm, 
listen and follow directions.

• Lock-Down called between periods, immediately proceed to your 
next scheduled class.

• Lock-Down called during nutrition, lunch, and before or after school, 
immediately proceed to your nearest classroom.



Lock-Down Signal

Lock Down Response

• S.E.R.T. is Activated. Everyone remains in classroom and S.E.R.T. team 
meets in the command center (office).

Everyone waits for an all clear command.  

A Lock Down No Response

• A S.E.R.T. is not activated. Everyone remains in the classroom until 
they receive an all clear command.

8/2023 Please know I will send out an updated phone tree for the staff this year



S.E.R.T.

• Incident Commander – Mr. Thomas

• Site Coordinator – Mrs. Kraake

• Safety Officer – Mrs. Kraake

• Public Information Officer – Mr. Thomas /Mrs. Kraake

• First-Aid Responder – Naeem Rashid

• Police/Fire/Medical Coordinators – Sujata Alagh / Perla Manzo

• Search Team Coordinators – Karen Reyes / Elizabeth Wartiwarian 

• Parent Coordinator  - Xiomara Medrano 



Incident Commander (Mr. Thomas)

• Coordinates emergency response effort.

• Ensures that necessary notifications are made.

• Coordinates, police, fire, medical, response.

• Manages the crisis.



Site Coordinator Mr. Thomas/Mrs. Kraake

• Responds to the site of emergency.

• Control access to the affected area.

• If necessary, preserve the crime scene until police arrive and assume 
control.

• Keep Incident Commander advised of the situation. 



Safety Officer (Mr. Naeem/Mrs. Kraake)

• Responsible for monitoring the safety conditions for students and staff.

• Monitor operational activities to assess potential danger and unsafe 
conditions

• Correct unsafe acts or conditions through regular lines of authority, when 
possible.

• Monitor stress levels of personnel involved in the response.

• Safety Considerations 
• Are people performing out of role or responsibility?
• Is there enough manpower available to perform the prescribed tasks?
• Are the prescribed task being performed properly?
• Is an appropriate personnel protection equipment (ppe) being used?  



Public Information Officer (Mr. Thomas)

• Will meet with the media and arrange for their needs.

• Will assist in preparation of a news statement and arrange interviews.

• Also act as a recorder noting the time notifications were made, who 
was notified and will maintain a log of the sequence of events.

• Establish a media information center.

• Provide press briefings and news releases as appropriate.

• Prepares information for distribution to parents and students.



First Aid Responder 
(Mrs. Reyes NH and Mr.  Rashid Fair 
Avenue) 
• Provide emergency first aid until medical assistance arrives.

• Keep Incident Commander advised of situation:
• Condition of injuries

• Name (s) of injured



Police/Fire/Medical Coordinator 
Sujata Alagh  and Perla Manzo Fair Avenue)
• Secure campus (lock all unlocked entrances)

• Meet emergency personnel and direct them to the scene.

• Follow instructions of Police/Fire/Medical personnel at the scene:
• Turn off electricity/water/etc.

• Lock or unlock doors

• Return to front of school and assist with directing media, parents, 
district personnel to appropriate locations.

• Keep IC advised of situation.



Search Team Coordinators
NH Karen Reyes and Naeem Rashid Fair Avenue)

• Will assemble adults who do not have supervisor duties into two-
person search team who will check restrooms, hallways, and other 
non-classroom areas for students or outsiders. The search teams will 
pick up the Emergency Attendance from each teacher in his/her 
assigned sweep area.

• Assemble the lists of missing students and forward them to the 
Command Center. During the reconciliation phase he/she will ensure 
the Early Release Log and Visitor’s Log included in the process.



Parent Coordinator (Xiomara Medrano)

• Will be responsible for dealing with parents who may respond the  
school

•  Advise parents of the situation and advised them if their child is or 
isn’t involved in the emergency. If appropriate state: “the parents of 
the injured child have been notified.”

•  After the All Clear, assist those parents who wish to take their 
children home.

• Parent staging area: Front of the school.



Other Safety Considerations 

• KEEP DOORS LOCKED AT ALL TIMES

• KEEP WINDOWS UNOBSTRUCTED

• KEEP THE GREEN/RED CARDS WITH YOUR EMERGENCY PACK

• KEEP STUDENT ROSTED UPDATED

• FOLLOW 19 STEPS FOR CLASSROOM SAFETY/COMPLIANCE AT ALL 
TIMES



Other Considerations

• A “Lockdown”  of the campus is called by either a law enforcement 
agency or a site administrator to secure the school during police 
actions, campus intrusions, community incidents, hazardous 
materials leaks, or other real or perceived threats to the security of 
the school. The site administrator terminates the lockdown, after 
consulting with law enforcement.

• Allow only police/medical/fire and school administrators to contact 
or pass information to parents of students who may have been 
injured in any way during the lock down.

• Always keep student/staff safety as our number one priority at all 
times.



Emergency  Resources

● https://achieve.lausd.net/drills (all things emergency plans LAUSD)

● https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/
318/REF-
5803.6%20Emergency%20Procedures%20Drills%20and%20Districtw
ide%20Emergency%20Exercises%20with%20Attachments.pd

https://achieve.lausd.net/drills
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/318/REF-5803.6%20Emergency%20Procedures%20Drills%20and%20Districtwide%20Emergency%20Exercises%20with%20Attachments.pdf
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/318/REF-5803.6%20Emergency%20Procedures%20Drills%20and%20Districtwide%20Emergency%20Exercises%20with%20Attachments.pdf
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/318/REF-5803.6%20Emergency%20Procedures%20Drills%20and%20Districtwide%20Emergency%20Exercises%20with%20Attachments.pdf
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/318/REF-5803.6%20Emergency%20Procedures%20Drills%20and%20Districtwide%20Emergency%20Exercises%20with%20Attachments.pdf
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