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	District-Wide Emergency Drill Site Observer Checklist

Drop/Cover/Hold Procedure (as a sample):
· The teacher led drop/cover/hold by example.

· The students knew the proper procedure:

· The students  ( dropped to the floor ( went under cover  ( held onto furniture
· The teacher gave instructions and reassurances.

· The teacher checked self and evaluated situation.

· The teacher asked the students to check themselves and others.

· The teacher evaluated the situation and waited for class composure before asking for an evacuation.

· The teacher checked with the buddy teacher.

Special situations:  If there were special situations, either planned or unplanned, how were they handled?



	Evacuation and Student Accounting:

· Evacuation was orderly.

· If there were no serious “injuries,” the teacher evacuated with the buddy teacher, one at the front of the line, one at the rear.  If a teacher was incapacitated, buddy teacher evacuated both classes.  If a student was injured and could not be moved, one teacher remained with the injured, while the buddy teacher evacuated both classes to the assembly area.

· At the assembly area, the students sat down while the teacher took roll.

· A Student Accounting Form was sent to the Command Post.

Special situations:  If there were special situations, either planned or unplanned, how were they handled?

Comments:



	District-WIde Emergency Drill Site Observer Checklist (Continued)

Logistics:

· The bin was open when the students arrived at the assembly area.

· The Logistics person handed out supplies.

· The Command Post table, chairs, and materials (map, markers, etc.) were set up.

· Search & Rescue supplies and equipment were set out.

Command Post:

· The Incident Commander remained at the Command Post during the entire drill.

· The Incident Commander made a visual survey of the assembly area from the Command Post.

· The Documentation Clerk kept a log of all events.

· Team Leaders reported to the Incident Commander.

· The Communications Officer filled out a Site Status Report and verified it with the Incident Commander.

· The Communications Officer reported to the District EOC, using the Site Status Report.

Search & Rescue:     ( Team Leader in charge      Number of teams __________________

· The Operations Section Chief or Team Leader made assignments, checked equipment, and communicated with teams by two-way radio.

· Teams were dispatched to high-priority areas first.

· Each team member was properly attired (appropriate shoes, vest, hard\hat, carrying dust mask, goggles, whistle, flashlight).

· S & R teams completed a sweep of their assigned areas (covering the entire campus).




	District-Wide Emergency Drill Site Observer Checklist (Continued)

Medical Team:        Number of people assigned ___________________

· The first aid area was set up out of sight of the student assembly area.

· The first aid barrel was located at the first aid area.

· Cots and stretchers were assembled.

· Victims were received and treated.

· A log was kept of all treatments.

Comments:

Parent-Student Reunification: 
Number of people assigned __________ Number who were volunteers _____________

Number of parent requests processed _____________________

· Table and chairs were set up and materials available.

· Parents were handled calmly and respectfully.  Parent identification was verified.

· Runners were available to handle requests.

· Student Release Forms were available for use.

Reunion Gate:

Number of people assigned _________________ Number who were volunteers ___________

Number of parent requests processed ___________________

· Table and chairs were set up and materials available.

· Parents were handled calmly and respectfully.  Parent identification was verified.

Comments:
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