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Rio Hondo College Emergency Response Plan 

 
Department Name:  __________________________________________________ 
 
Building Name:    __________________________________________________ 
 
Floor/Section:   __________________________________________________ 
 
Building Address/Location:  ____________________________________________ 
 
Address of the Campus: 
 

Rio Hondo College 
3600 Workman Mill Road 
Whittier, CA 90601-1699 

 
 
Building Emergency Leaders (BEL): _____________________________________   
 
BEL Phone Number:   _________________________________________________ 
 
Alternate BEL: _______________________________________________________ 
 
Alternate BEL Phone Number:   _________________________________________ 
 

Emergency Assembly Point for Building is: 

______________________________________________________________________ 

 
Emergency Numbers: 
 

Fire 9-911 
Medical 9-911 

College Security 3490 
 
 
 
 
 
 
 
 
 
 
 
 
 
Information Prepared By: _________________________________      Date: _____/_____/_____ 
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Preface 
Emergencies can come without warning at any time. Being prepared is the best way to handle 
these unexpected incidents and disasters. The information in this guide is intended to cover most 
emergencies. Use common sense when instructions are not given. Think before you act, then act 
swiftly to minimize your exposure to danger. It is important to keep the information in this plan 
up to date.  
 
Rio Hondo College’s Emergency Response Plan has been designed to assist the staff and students 
in the protection of life and property in the event of an earthquake, fire, explosion, or other 
emergency. While this guide does not cover every conceivable situation, it does supply the basic 
guidelines necessary to cope with most campus emergencies. 
 
The procedures described herein are expected to be followed by all personnel whose 
responsibilities and authority cover the operational procedures found in this manual. It is also 
noted that there could be many unpredictable factors and this plan should be taken as a guide. 
Campus emergency operations will be conducted using the guidelines in this plan and the Rio 
Hondo College Emergency Operations Manual. Any exceptions to these emergency procedures 
will be conducted by, or with the approval of, College Administrators directing and/or 
coordinating the emergency operations. 
 
All requests for procedural changes, suggestions, or recommendations will be submitted in 
writing to Dean of Public Safety for review. 
  

Responsibilities of Faculty and Staff 
In accordance with State of California Government Code, Section 3100-3101, all college district 
employees are hereby declared civil defense workers, subject to such civil defense activities as 
may be assigned to them (..all public employees are hereby declared to be disaster service 
workers subject to such disaster service activities as may be assigned to them by their superiors 
or by law).  
 

• The primary responsibility for faculty and staff is to provide for the safety of the students. 
 

• At the beginning of each new semester, disaster instructions are to be given to each class 
(follow earthquake and fire instructions). 

 

• In the event of a major emergency or disaster, immediately activate, by leadership and 
example, proper procedures. 

 

• Assess to the best of your ability. 
 

• Remain with your students after an evacuation or lockdown, conduct a head count, and be 
ready to report this information to emergency responders or the Emergency Operations 
Center.  
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Purpose and Objectives 
An Emergency Response Plan (ERP) and adequate occupant familiarity with a building will 
minimize threats to life and property. In addition, the Occupational Safety and Health 
Administration (OSHA) Emergency Response Plan standard found at 29 CFR 1910.38(a) requires 
that each building have a written Emergency Response Plan (ERP). This plan applies to all 
emergencies where employees may need to evacuate for personal safety. 
 
This ERP is intended to communicate the policies and procedures for employees and staff to 
follow in an emergency situation. This written plan should be made available to employees and 
staff by the Emergency Coordinator for the building. 
 

Under this plan, employees will be informed of: 
 
 

• An overview of Rio Hondo College emergency procedures and operations 
 
• Preferred means of reporting fires, earthquakes, and other emergencies 

 

• Emergency escape procedures and route assignments 
 

• Building Emergency Leader (BEL) responsibilities 
 

• Procedures to account for all employees after emergency evacuation has been completed 
 

• Emergency preparedness plan for people with disabilities 
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Responsibilities of Building Emergency Leaders (BEL) and 
Alternates 
The Building Emergency Leaders and their Alternates are responsible for the 
following:  

• Familiarizing personnel within their area of responsibility with emergency procedures. 
 

• Acting as liaison between management and their work area.  
 

• Knowing where the primary and secondary evacuation routes are located and for 
communicating this information to occupants.  

 

• Knowing where their Emergency Assembly Point is and for communicating this 
information to occupants.  

 
• Knowing where the pull stations are and how to activate them. 
 

• Having a list of personnel in their area of coverage, so a head count can be made at their 
Emergency Assembly Point.  

 
• Know where persons with disabilities are located in your area. 
 

• Evaluating and reporting problems to the Emergency Coordinator after an emergency 
event. 

 

• Posting the "Area Evacuation Plan" in their work areas, communicating plan to 
occupants, and updating the plan annually. 

 
During an Emergency 

• Ensuring that occupants have vacated the premises in the event of an evacuation, and for 
checking assigned areas.  

 
• Direct occupants to exits and tell them to reassemble at the Emergency Assembly Point. 

 
• Ensuring that disabled persons and visitors are assisted in evacuating the building. 

 
• Mark doors with post-it notes to indicate that the area has been checked. 

 
• Do not allow stairway doors and other exit doors to be blocked/wedged open. 

 
• Conduct a head count of occupants in their area of coverage at the Emergency Assembly 

Point. This information will be communicated to the Emergency Operations Center.  
 
Accountability Procedures for Emergency Evacuations 

• A roster of occupants needs to be developed and kept current by the BEL’s.  
 

• BEL’s and/or their Alternates will conduct head counts at the Emergency Assembly Point 
once the evacuation has been completed. This information will be reported to the 
Emergency Operations Center or the Incident Command Post. 
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• Instruct personnel to remain at the Emergency Assembly Point until further notice. If they 
must leave have them report to the BEL before leaving the area and record this 
information. 
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Emergency Coordinator 
The Dean of Public Safety is the Emergency Coordinator for Rio Hondo College and has overall 
responsibility for the preparation and implementation of this plan. The Emergency Coordinator 
will review and update the plan as necessary. Copies of this plan will be maintained in all 
Division Dean/Director’s offices and readily available to anyone who requests to view or copy it.. 
 

Emergency Operations Center 
The primary Emergency Operations Center (EOC) Is located in the Board Room. The Alternate 
Emergency Operations Center is located in Classroom C at the police academy. The EOC serves 
as the centralized, fully supported location in which college administration and staff plan and 
coordinate the response to and recovery from an incident or emergency. The EOC operates in 
accordance with the State of California Standardized Emergency Management System (SEMS). 
Designs of both EOC’s are listed in the Emergency Operations Manual.    
 

Standardized Emergency Management System 
Rio Hondo College follows the Standardized Emergency Management System (SEMS) used by 
the State of California when dealing with an incident or emergency. SEMS uses the Incident 
Command System (ICS) as its basic framework. The Incident Command System is a standardized 
model for command, control, and coordination of a response for on-scene emergency 
management.  
 

The Incident Command System 
The Nine major components in the Incident Command System (ICS) are:  

1. Management – Dean of Public Safety or Director of Public Safety. Provides the overall 
direction and sets priorities for an incident or emergency. 

2. Operations – Fire Academy Coordinator. Implements priorities established by 
management. 

3. Planning/Intelligence – Director of Human Resources. Gathers and assesses 
information. 

4. Logistics – Director of Facilities, Assistant Director of Facilities and Director of 
Information Technology. Obtains the resources to support the operations. 

5. Finance/Administration –  Tracks all costs related to the operations.  
 
Command Staff:  
 
6. Information/Media  – Executive Director of Planning and Development. 
7. Safety – Emergency Preparedness Coordinator.  
8. Community and Government Liaison – Director of Community and 

Governmental Relations. Provides direct assistance to Management. 
9. First Aid/Triage  – Doctor Student Health Services. Campus Health Services personnel 

will coordinate First Aid and triage response during an emergency. 
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Emergency Support Teams  
Emergency Support Teams will be formed to provide specific support functions. Some members 
of this team may be trained in additional and more advanced emergency operations to further 
enhance these teams. Team members will be issued colored incident command/safety vests to 
help identify their tasks and jobs to other personnel and emergency responders.  

 
Campus Security 
Security will be responsible for all security operations during a campus emergency including: 
stopping all vehicle flow into the area, only allowing exit traffic except for emergency vehicles 
(Note, it may be necessary to stop all non-emergency traffic for safety reasons) and open any fire 
gates in the area. All Traffic Control/Parking issues and personnel fall under Campus Security. 
They will also support the Emergency Operations Center as needed and assist in campus-wide 
communications.  
  

First Aid/Triage Team 
Campus Health Services personnel will coordinate the First Aid and triage response during an 
emergency. A log shall be maintained of all medical events and dispositions. Los Angeles County 
Fire Department will become the primary coordinator once they have arrived on scene. The 
Campus Health Services personnel will assist the Los Angeles County Fire Department as 
requested and required. 
 
Rescue and Medical Duties 
The Fire Department or trained Employee Emergency Response Teams will conduct all rescue 
and medical duties. 
 
First Aid/Triage Supplies 
Triage kits are at the following locations (Facilities Services and Campus Security have keys): 

• Student Health Services 
• A.J. Police Academy 
• Gym 
• Technology Area 

 

Facilities Services Team 
The Facilities Team will assume the following duties during and emergency or disaster: 

• Man vehicles to support emergency operations as directed by the Emergency Operations 
Center 

• Authorized personnel will immediately check all valves for escaping gas or water 
• Take control of utilities and operation plant equipment. 
• Assist with removal of debris 
• Assist with shoring 
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Definitions of an Emergency 
The following definitions of an emergency are provided as guidelines to assist building and area 
coordinators in determining the appropriate response. 
 

Emergency Incident 
An emergency incident would have no disruption to operations. The EOC would not be activated 
and an Incident Site Command Post would not be established. The responding emergency 
personnel along with management (in the department where the incident occurred) would have 
primary authority over the situation. Emergency incidents would include personal sickness or 
injury, small/minor utility or network disruptions. 
 

Level 1 Emergency 
An emergency that would rate Level 1, would be limited to a disruption of operations to a single 
building. An Incident Site Command Post may be established. The EOC may be activated 
contingent upon the size and type of event. An example of a Level 1 emergency would be loss of 
power to a single building or the evacuation of a single building.  

 
Level 2 Emergency 
A Level 2 emergency would be an incident that effects or disrupts operations to multiple 
buildings. In the case of a Level 2 Emergency the EOC would be activated. An example of a level 
2 Emergency would be a chemical spill requiring the evacuation of multiple buildings. An 
Incident Site Command Post may be established to support the EOC. 
 

Level 3 Emergency 
A Level 3 Emergency would be an incident that has campus-wide repercussions or a major 
disaster affecting the area. In a Level 3 emergency the EOC would be activated. Some examples 
of a Level 3 emergency would be a significant earthquake, a major fire affecting the Lot, or a 
hostage/terrorist situation. An Incident Site Command Post would most likely not be established 
due to the limited resources available in a Level 3 emergency. 
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Alerting or Signaling Building Occupants in Case of 
Emergency 

• In case of a fire, employees should activate the nearest fire alarm box and/or make a 
telephone call to Security at 3490. The alarm alerts building occupants of the need for 
evacuation and sends a signal to Security that there is an alarm condition in the building. 

 

• It may be necessary to activate additional fire alarm boxes, or shout the alarm, if people are 
still in the building and the alarm has stopped sounding, or if the alarm does not sound. 
This can be done while exiting. 

 

• Persons discovering a fire, smoky condition, or explosion should pull the fire alarm box. 
Any pertinent fire or rescue information should be conveyed to College Security.   

 

• To report emergencies, call Security at 3490: State your name, your location, and the 
nature of the call. Speak slowly and clearly. Wait for the dispatcher to hang up first. On 
occasion the dispatcher may need additional information or may provide you with 
additional instructions. 

 

Evacuation Procedures for Building Occupants 
Refer to the posted Evacuation Plan for detailed procedures 
 

• When the fire alarm sounds, all personnel should ensure that nearby personnel are aware 
of the emergency, quickly shutdown operating equipment (e.g., compressed gas 
cylinders), close doors and exit the building using stairwells. 

 

• All occupants should proceed to their Emergency assembly point and await further 
instructions from their BEL’S. 

 

• All personnel should know where primary and alternate exits are located, and be familiar 
with the various evacuation routes available. Maps with the Emergency Assembly Points 
are located in the Attachments section of this plan and are posted in the buildings. 

 

• Building occupants must NOT use elevators as an escape route in the event of a fire. 
 

Notes and Precautions: 
Small fires can be extinguished only if you are trained to use a fire extinguisher. However, an 
immediate readiness to evacuate is essential. All fires, even those that have been 
extinguished, must be reported to Security at 3490 immediately. Never enter a room that is 
smoke filled. Never enter a room if the door is warm to the touch. 
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Critical Operations Shutdown 
Procedures for rapid shutdown should be predetermined for life safety and loss of control 
purposes, as well as ensuring complete evacuations in a timely manner. 
 

Operation Responsibility 
The following Departments have been assigned the tasks of Critical Operations Shutdown: 

 
Electrical Department  
- Building or Campus Main Electrical Main Panels 
 
Plumbing Department  
- Building Gas Valves  
- Building water supplies (not Fire Supply Mains) 
 
HVAC Department  
- HVAC equipment 
 
A listing of contact numbers is provided at the back of this plan. 
 
Persons involved in the Critical Operations Shutdown listed above shall be notified by 
management of this responsibility in advance, identified in the Emergency Response Plan, and 
will be appropriately trained for the particular situation by their supervisors. The procedures for 
Critical Operations Shutdown will be maintained in the Facilities Services Office. The Director of 
Facilities will insure that all personnel are familiar with the shutdown procedures. 
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Fire Emergencies 
• If you discover a fire, close the door to the room where the fire is located, activate the 

nearest pull station, and call the Security at ext. 3490. 
 

• Continuous sounding of the alarm signals a building evacuation 
 
 

• All persons should evacuate to the designated Emergency Assembly Point 
 
 

• If the fire is small (waste basket size), you may wish to fight it with a fire extinguisher or 
building fire hose. But first sound the alarm. (follow the Deciding To Use A Fire 
Extinguisher flow chart later in this section).Be sure you are using the proper 
extinguisher for the type of fire you are fighting. If the fire is too large or you are 
uncomfortable or unfamiliar with the proper use of a fire extinguisher, simply close the 
door and evacuate  

 
 
 
Operating a Fire Extinguisher 

� Always operate an extinguisher in an 
upright position. 

� The acronym to remember when operating 
an extinguisher is P.A.S.S.:  
� Pull the pin 
� Aim at the base of the fire 
� Squeeze the handle 
� Sweep the stream at the base of the fire 
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• If the fire is large, very smoky, or rapidly spreading, evacuate the building immediately. 
Inform others in the building who may not have responded to the alarm to evacuate 
immediately. The alarm may not sound continuously. If the alarm stops, continue to 
evacuate. Warn others who may enter the building after the alarm stops. 
 

• If time permits, take purses and bags, lock files, and office doors before leaving. Walk, do 
not run, to the nearest stairway exit. If you have mobility impairment, request assistance 
from those nearest you. In the event no one renders assistance, proceed to the nearest 
stairway landing, shout for help and wait there until help arrives. 
 

• When fire alarms sound, do not use elevators.  
 

• Notify either public safety personnel or firefighters on the scene if you suspect someone 
may be trapped inside the building. 

 

• Assist disabled persons in exiting the building. Do not use elevators. 
 

• If you become trapped in a building during a fire and a window is available, place an 
article of clothing (shirt, coat, etc.) outside the window as a marker for rescue crews. If 
there is no window, stay near the floor where the air will be less toxic. Shout at regular 
intervals to alert emergency crews of your location. DO NOT PANIC. 

 
IMPORTANT: After an evacuation, report to your designated Emergency assembly point. Stay 
there until an accurate HEADCOUNT has been taken. The BEL’S will take attendance and assist 
in the accounting of all building occupants. 
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Deciding To Use A Fire Extinguisher 
Follow the questions below as a guide for using a portable fire extinguisher during a fire. 

 
Ask yourself each of the questions before attempting to extinguish a fire. 
 
 

If you answer “NO” to any of these questions: 
• Leave the building immediately. 
• Shut all doors as you leave to slow the spread of the fire. 

 
If you answer “YES” to all of the questions, you may attempt to extinguish the fire. If you feel 
unable to extinguish the fire, however, leave immediately. 
 

 

 
 
 

 

 
 
 

 

 

 
 

 

 

 

 

 

 

 

 

Can I escape quickly and safely from the area if I 
attempt to extinguish the fire? 

Is the area free from other dangers such as hazardous 
materials and falling debris? 

Do I have the right type of extinguisher? 
 

Is the extinguisher large enough for the fire? 
 

NO - Leave immediately 
 

YES 

Extinguish The Fire 
 

NO - Leave immediately 
 

YES 

YES 

NO - Leave immediately 
 

NO - Leave immediately 
 

YES 
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Earthquakes 
During an earthquake, protect yourself and remain calm and don’t panic. DUCK, COVER , and 
HOLD  

 

 
If Indoors  

• Watch for falling objects such as light fixtures, bookcases, cabinets, shelves, and other 
furniture that might slide or topple.  

 

• Stay away from windows. Do not run outside.  
 

• Do not dash for exits since they may be damaged and the building’s exterior brick, glass, 
tile, and decorations may be falling off.  

 

• Do not use the elevators. 
 

• If you are in an Elevator: Do not panic and wait to be rescued. 
 

If Outdoors 
• Move away from buildings and power lines; stay in the open. 
 

• If you are in a moving car, pull over as soon as it is safe leaving the road clear for 
emergency vehicles. Remain in the car. 

 
 
 
 
 
 
 

 
DUCK or DROP to the floor. 
 

Take COVER under a sturdy desk, table, or other 
furniture. If that is not possible, seek cover against an 
interior wall and protect your head and neck with your 
arms. Avoid danger spots near windows, hanging 
objects, mirrors, or tall furniture. 
 

If you take cover under a study piece of furniture, 
HOLD on to it and be prepared to move with it. Hold 
the position until the ground stops shaking and it is safe 
to move. 
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When the Shaking Stops 
• Check for injuries to personnel in your area.  

 

• Do not attempt to move seriously injured persons unless they are in immediate 
danger.  

 

• Render first aid assistance if required and possible.  
 

• Prepare for aftershocks. 
 

• Check for fires or fire hazards (spills of flammable or combustible liquids, or leaks of 
flammable gases) if it is safe to do so.  

 

• Turn off ignition and heat sources if it is safe to do so.  
 

• Exit the building, if possible, and go to the Emergency Assembly Point and report on 
injuries, damages, and potentially hazardous conditions (smell of gas, etc.).  

 

• Stay with your group and do not leave this area unless told to so.  
 

• If you must leave this area make sure to tell your BEL first.  
 

• Once you have exited the building do not reenter until the building has been declared 
safe by trained emergency personnel. 

 

• Use the telephone system only for urgent matters. 
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Chemical or Radiation Spill 
 

• Any spillage of a hazardous chemical or radioactive material should be reported 
immediately to Security ext. 3490. 
 

• When reporting, be specific about the nature of the involved material and exact location. 
College Security will contact the necessary specialized authorities and medical personnel. 

 

• The key person on site should evacuate the affected area at once and seal it off to prevent 
further contamination of other areas until the arrival of Security. 

 

• If possible have someone remain in vicinity, away from danger, to assist emergency 
responders in locating the spill and identifying the chemical. 

 
• Anyone who may be contaminated by the spill is to avoid contact with others as much a 

possible, remain in the vicinity and give their names to College Security. Required first 
aid and cleanup by specialized authorities should be started at once. 
 

• If an emergency exists, activate the building alarm. You must report the emergency by 
phone. 
 

• When the evacuation alarm is sounded, walk to the nearest identified exit and ask others 
to do the same. 
 
 

• If the presence of toxic fumes is suspected, the area or areas affected should be 
evacuated. Use a telephone away from this area and always call ext. 4116 or ext. 3437 if 
it is an emergency, or ext. 3490 (Facilities Services) if is not an emergency. If it is during 
non business hours refer to the chart below: 

 
  

Day of the Week Hours Phone # on Campus 
M-F 8pm – 5am 15 
 5am – 10pm 3437 
 10pm – 8am 15 
Sat 8am – 10pm 3437 
Sat 10pm – Mon 5am  15 
 
 

• It may be possible to clear an affected area by opening windows and/or activating exhaust 
fans, provided such action is undertaken by trained personnel. 
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Explosion or Aircraft Down (Crash) on Campus 
In the event a mishap occurs such as an explosion or a downed aircraft (crash) on campus take 
the following action: 

 
• Immediately take cover under tables, desks and other objects that will give protection 

against falling glass, debris, or explosion. 
 

• If necessary, or when directed to do so, activate the building alarm. Report an explosion 
by calling ext. 3490 immediately. 

 

• When the alarm is sounded, or when told to leave by college officials, walk quickly to the 
nearest marked exit and ask others to do the same. 

 

• Assist the DISABLED IN EXITING THE BUILDING! Remember that elevators are 
reserved for disabled persons. DO NOT USE ELEVATORS IN CASE OF FIRE. DO 
NOT PANIC! 

 

• Once outside, move to the Emergency Assembly Point for your building. Keep streets 
and walkways clear for emergency vehicles and crews. Know your Emergency Assembly 
Points. 

 

• DO NOT RETURN TO AN EVACUATED BUILDING until the all—clear signal is 
sounded, unless told to do so by a college official. 

 

• An Incident Command Post may be set up near the emergency site. Keep clear of the 
command post unless you have official business. 
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Violent & Disruptive Demonstrations 
In the event that a violent demonstration in which injury to persons or property occurs or 
appears imminent, the College President or Vice President, Student and Academic Services will 
be notified: 
 

Disruptive Demonstrations 
• Security should be immediately notified of the disturbance at ext. 3490. 
 

• If a class or lecture is disrupted the offending person or persons should be requested to 
leave. If they refuse call Security at ext. 3490. 

 

• Avoid provoking or obstructing the demonstrators. 
 

• Avoid the area of the disturbance or demonstration. 
 

• Stay away from doors and windows if the disturbance is outside. 
 

Violent or Criminal Behavior  
• Everyone is asked to assist in making the campus a safe place by being alert to suspicious 

situations and promptly reporting them. 
 

• If you are a victim or a witness to any on-campus offence --- Avoid taking unnecessary 
risks. 

 

• Get a good description of the criminal note. 
o Height 
o Weight 
o Sex 
o Color 
o Age 
o Clothing 
o Method and direction of travel 
o Note license number if using a vehicle 
o Any outstanding characteristics (tattoos, scars, etc.) 

 

• Promptly notify Security at ext. 3490 immediately and report the incident, including the 
following: 

o Nature of the incident. 
o Location of the incident. 
o Description of person(s) involved. 
o Description of property involved. 
o Assist Security when they arrive by supplying them with all additional 

information and ask others to cooperate. 
 

• Should gunfire or discharged explosives create a danger on campus, you should take 
cover immediately using all available concealment. After the disturbance, seek 
emergency first aid if necessary. 

 

• A Campus Incident Command Post may be set up near the emergency site. Keep clear of 
the command post unless you have official business. 
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What to do if taken Hostage 
• Be patient. Time is on your side. Avoid drastic action. 

 

• Don’t speak unless spoken to and then only when necessary. Don’t talk down to the 
captor who may be in an agitated state.  

 

• Avoid appearing hostile.  
 

• Try to rest. Avoid speculating.  
 

• Comply with instructions as best you can. Avoid arguments. 
 

• Be observant. The personal safety of others may depend on your memory. You may be 
released or escape.  

 

• If medications, first aid, or bathroom privileges are needed by anyone, say so. 
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Utility Failure  
In the event of a power failure emergency lighting will come on and exits signs will remain lit. 
Some buildings are equipped with emergency generators which will provide power to elevators 
(to return them to the ground floor), some additional lighting, and critical equipment.  
 

• In the event of a major utility failure occurring during regular working hours notify 
Facilities Services at ext. 3441 or Security at ext. 3490 immediately. 

 

• If an emergency exists activate the building alarm. Building evacuations shall occur when 
an alarm sounds or when an emergency exists. 

 

• ASSIST THE DISABLED IN EXITING THE BUILDING!  
 

• DO NOT USE ELEVATORS.  
 

• If trapped in an elevator, remain calm. Do not attempt to force open the roof hatch or 
door. Use the telephone located on the panel. They will send help that will assist you. 

 

• Once outside, move to the Emergency Assembly Point for your building. Keep streets, 
fire lanes, hydrants and walkways clear for emergency vehicles and crews. 

 

• DO NOT RETURN TO AN EVACUATED BUILDING until the all-clear signal is 
sounded or unless told to do so by a college official. 

 

• If the power failure occurs during daylight hours, open the drapes or blinds to utilize 
sunlight. 

 

• To prevent fire hazards, do not use open flames (candles, etc.). 
 
IF A BLACK-OUT SHOULD OCCUR, THIS IS THE PLAN OF AC TION  
 
Daytime Blackouts 
Blackouts generally last no more than 1-2 hours. If one occurs during the daytime, the college 
will remain open. We want to do whatever we can to avoid losing a day of instruction and having 
to make-up that day. Most classrooms and offices have windows that will allow for sufficient 
light to continue instructional activities. In classrooms and offices that have no windows, I have 
asked the managers responsible for those areas to meet with staff and discuss alternative 
strategies such as additional flashlights, etc. We will be adding additional emergency lighting to 
areas such as indoor restrooms to permit their safe use during a blackout. The Child Development 
Center will remain during a daytime blackout. 
 
Evening Blackouts 
If a blackout occurs during the evening hours, classes will be canceled and the campus will be 
evacuated. The Evening Supervisor, assisted by the custodial staff and security, will oversee the 
process. These staff will also see that all disabled students, faculty and staff are safely removed 
from areas not on the main level. The likelihood of evening outages is not nearly as strong as that 
of having one during the day when power usage is at its peak. 
 
Saturday Blackouts 
If a blackout occurs on a Saturday, we will continue instruction just as on weekdays. 
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Telephone Service 
In the case of an electrical blackout, our internal phone service will also be disrupted. We are in 
the process of ordering additional walkie talkies to facilitate communication among all areas of 
the campus. We are purchasing flashlights for all cost centers; however, we encourage individual 
staff members to also buy personal flashlights for individual use. 
 
On a final note, we urge all of you to continue to conserve electricity whenever possible, both at 
home and on the job. 
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Bomb Threats 

Phone Threats 
Personnel receiving telephoned threats should attempt to get the exact location where the bomb 
has been planted or is going to be planted.  Also attempt to get as much information as possible 
about the caller, for example, male or female, accent, etc.  Listen for any background noise that 
may indicate the location of the caller. Use the checklist at the end of this section, ‘Bomb 
Threats’ to help record this information. Complete the checklist as soon as possible after 
receiving a threatening call and report it immediately to Security at ext. 3490. An evacuation 
maybe required. If so, follow the building evacuation procedures. 

Suspicious Packages 
Mail  
Suspicious packages received by mail may be identified by one or a combination of any the 
following items: 
 

• Excessive postage 
 

• Addressed to an area instead of a specific person 
 

• No return address 
 

• Heavy package with excessive amounts of packaging tape or string 
 

• Package is leaking or has liquid or grease-like stains  
 

• Noises emitting from package 
 

• Package does not fit area (i.e.: lunch box hidden behind pipes) 
 

• Package has protruding wires 
 

• Package has “warm spots’ 
 

• Package smells like almonds 
 

• Any thing about a package pertaining to its delivery method, time of delivery, addressee 
or any other item that arouses suspicion.   

 
***If you observe a suspicious object or potential bomb on campus DO NOT HANDLE 
THE OBJECT! Clear the area and immediately call Security at ext. 3490.*** 
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Conducting a Search  
It is best for searches to be conducted by people familiar with the rooms being searched. If you 
are asked to conduct a search of your area for suspicious packages, look for the following: 
 

• Packages that do not fit the area (lunch box hidden behind a file cabinet, briefcase left in 
the open, etc.) 

 

• Packages that are not owned by workers in the area 
 

• Packages with excessive postage 
 

• Packages addressed to an area instead of a specific person 
 

• Packages with no return address 
 

• Packages that appear to be heavy and have excessive amounts of packaging tape or string 
 

• Packages that are leaking or have liquid stains  
 

• Packages that emit noises 
 

• Any other packages that are suspicious or do not belong in the area  
 

• Draw a diagram of the area searched and note the location of any suspicious objects. Give 
the diagram to college Emergency Operations personnel, security and/or law enforcement 
personnel. 

 
***If a suspicious object is found DO NOT HANDLE THE OBJECT! Clear the area and 
immediately call College Security at ext. 3490. *** 
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Bomb Threat Checklist 
 
� Time/date call was received: ________________________________________________ 
 

� Call recipient’s name: _____________________________________________________ 
 

� Caller ID of caller?: _______________________________________________________ 
 

� Telephone number receiving call: ____________________________________________ 
 

� Length of call: ___________________________________________________________ 
 

� Origin of call: ____________________________________________________________ 
 
Do not interrupt. Try to keep the caller talking. Once caller has finished speaking ask the following questions 
 
� When is the bomb going to explode?  

_______________________________________________________________________ 
 

� Where is the bomb right now? 
_______________________________________________________________________ 

 

� What does the bomb look like? 
_______________________________________________________________________ 

 

� What kind of bomb is it? 
_______________________________________________________________________ 

 

� What will cause the bomb to explode? 
_______________________________________________________________________ 

 

� How do you know so much about the bomb? 
_______________________________________________________________________ 

 

� Did you place the bomb? Why? 
_______________________________________________________________________ 

 

� Where are you now? 
_______________________________________________________________________ 

 

� What is your name? 
_______________________________________________________________________ 

 

� What is your phone number? 
_______________________________________________________________________ 

 

� What is your address? 
_______________________________________________________________________ 

 

After receiving this call, report it immediately to Security at ext. 3490, then fill out the rest of this form. 
- Continued on page 2 - 
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Bomb Threat Checklist (page2) 
 

� By the description of the bomb location, did the caller appear familiar with the facility/grounds? 
� ____ Yes ____No 
 

� ____ Male  ____ Female 
 

� Approx. age: ___________ 
 

� Voice characteristics: 
___ Loud  ___ Soft  ___ High pitch  ___ Deep/low 
___ Raspy  ___ Intoxicated  ___ Pleasant   
___ Other: ________________________________ 
 

� Speech: 
___ Fast  ___ Slow  ___ Normal  ___ Distinct 
___ Whispered  ___ Stutter  ___ Slurred  ___ Lisp 
___ Distorted  ___ Nasal  ___ Other: __________________________ 
 

� Language: 
___ Excellent  ___ Good   ___ Well spoken/educated 
___ Fair  ___ Taped message  ___ Message read by caller 
___ Poor  ___ Foul (cursing)  ___ Other: ____________________ 
 

� Accent: 
___ Local  ___ Foreign  ___ Not local   ___ Disguised 
___ Other: ________________________________ 
 

� Manner: 
___ Calm  ___ Rational  ___ Coherent  ___ Deliberate 
___ Righteous  ___ Irrational  ___ Incoherent  ___ Emotional 
___ Angry  ___ Deep breathing ___ Clearing throat ___ Cracking voice 
___ Laughing  ___ Other (sounded like): ________________________________ 
 

� Background sound: 
___ Voices  ___ House noises  ___ Music   
___ Airplanes  ___ Clear   ___ Factory machinery 
___ Motor  ___ Train   ___ Street noises/traffic 
___ PA system _ __ Bedlam   ___ Static   
___ Quiet  ___ Animal sounds  ___ Office machinery 
___ Party atmosphere     ___ Other: ___________________________ 
 
Notes: 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________ 
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Rio Hondo College Child Development Center/Lab School - Emergency 
Procedures 
Fire  

• Sound building fire alarm. This automatically implements action to leave the building. 

• Evacuate to outdoor assembly area as per attached evacuation route map.  

• Director takes office sign-in sheet clipboards, enrollment book with each child’s 

emergency information and college two-way radio to the designated outdoor assembly 

area (see attached “Evacuation Plan” map). 

• Staff remains with students.  

• Each classroom teacher checks attendance against the sign-in sheets and reports any 

discrepancies to the Director. 

• If evacuation from the outdoor assembly area is necessary, children and staff will be 

transported by emergency response workers to the Rio Hondo College relocation site (see 

attached “Emergency Disaster Plan” form).  

• Staff remains with students.  

• If necessary, Director will issue further instructions. 

• Be ready for further instructions from Rio Hondo College officials.  

Earthquake –  
Drop and Cover Inside Building 

• Give DROP AND COVER command.  

• Staff and children get under table or other sturdy furniture with back to windows.  

• If not near any furniture, sit in a corner or with back against a wall with back to windows.  

• Drop to knees, clasp both hands behind neck, bury face in arms, make body as small as 

possible, close eyes, and cover ears with forearms.  

• Stay away from windows, bookcases, or other heavy objects.  

• Maintain position until shaking stops.  

Drop and Cover Outside Building 
• Give DROP and COVER command. 

• Assume DROP AND COVER position in an open space.  
• Maintain position until shaking stops.  
• Move away from buildings, trees, overhead wires, and poles.  
• Do NOT enter building until it is determined to be safe.  
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After Shaking Stops  
• Check for injuries, and render first aid. 

• If ordered by Director, evacuate to outdoor assembly area as per attached evacuation 

route map.   

• DO NOT return to building until instructed.   

• Keep a safe distance from any downed power lines.  

• Director takes office sign-in sheet clipboards, enrollment book with each child’s 

emergency information and college two-way radio to the designated outdoor assembly 

area (see attached “Evacuation Plan” map). 

• Each classroom teacher checks attendance against the sign-in sheets and reports any 

discrepancies to the Director. 

• Stay alert for aftershocks. 

• If evacuation from the outdoor assembly area is necessary, children and staff will be 

transported by emergency response workers to the Rio Hondo College relocation site (see 

attached “Emergency Disaster Plan” form).  

• Staff remains with students.  

• If necessary, Director will issue further instructions. 

• Be ready for further instructions from Rio Hondo College officials.  

 

Air Pollution Emergency Contingency Actions 
The South Coast Air Quality Management District (AQMD) has specified measures to be taken 
during air pollution episodes. (Note that this is a brief summery; see Rule 701 – Air Pollution 
Emergency Contingency Actions for the complete text of the AQMD regulations).  
 

Notifications 
The South Coast Air Quality Management District may notify directly or shall disseminate the 
alert through the news media whenever an episode of is predicted, declared, or terminated. 

 
Episode Actions 
Ozone Health Advisories 

• All individuals with special health problems should follow precautions recommended by 
their physicians 

 

• All children discontinue prolonged, vigorous outdoor exercise lasting longer than one 
hour.  

 

• Susceptible persons, such as those with heart or lung disease Avoid outdoor activity.  
 

• Examples of the kinds of outdoor activities that should be avoided are calisthenics, 
basketball, running, soccer, football, tennis, swimming laps, water polo.  
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Stage I Alert 

• All individuals with special health problems should follow precautions recommended by 
their physicians. 

 

• All children discontinue vigorous outdoor activities regardless of duration.  
 

• Outdoor physical education (PE) classes, sports practices, and athletic competitions 
should be re-scheduled or canceled if practicable.  

 

• Encourage employees to limit the amount of time they work outdoors to the degree 
practicable. 

 

• Encourage that campus driving be restricted to essential operations only. 
 

• Encourage that student and faculty car pools be initiated. 
 
Stage II and Stage III Alert 

• All individuals with special health problems should follow precautions recommended by 
their physicians. 

 

• Encourage employees to limit the amount of time they work outdoors to the degree 
practicable. 

 

• Outdoor physical education (PE) classes, sports practices, and athletic competitions 
should be re-scheduled or canceled if practicable. 

 

• All children discontinue all outdoor activities 
 

• Restrict all campus gasoline operated vehicles to essential operations only. 
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Recommendations for Identifying and Dealing with Post 
Traumatic Stress 
According to the National Center on Post Traumatic Stress Disorder (PTSD), ‘Most people who 
are exposed to a traumatic, stressful event experience some  symptoms in the days and weeks 
following exposure, but the symptoms generally decrease over time and eventually disappear. 
However, about 8% of men and 20% of women go on to develop PTSD, and roughly 30% of these 
individuals develop a chronic form that persists throughout their lifetimes.” 
 

Three clusters of symptoms are associated with PTSD 
 
Re-experiencing of the traumatic event 

• Recurring nightmares 
• Intrusive daydreams or flashbacks 
• Disassociate experiences 
• Intensification of symptoms on exposure to reminders of the event 

 
Avoidance or numbing 

• Efforts to avoid thoughts, feelings, activities, or situations associated with the trauma 
• Feelings of detachment or alienation 
• Inability to have loving feelings  

 
Hyperarousal 

• Exaggerated startle response 
• Insomnia and other sleep disturbances 
• Irritability or outbursts of anger 
• Physiological reactions to exposure to reminders of the event 
 

Preparedness 
Be prepared. Studies show that being prepared actually helps to lessen PTSD and 
Trauma Symptoms and helps provide a sense of control and comfort. 

• Be aware of surroundings 
• Use Common Sense 
• Keep emergency phone numbers handy 
• Discuss safety techniques with family, friends, neighbors 
• Develop and family disaster plan: 
• Discuss how to protect yourself in case of disaster  
• Locate and learn about utility shutoffs. 
 

Delegate responsibilities 
• Plan for special needs (infants, elderly) 
• Instruct children how to call emergency numbers 
• Re-read first aid training information. 
• Draw a floor plan of your house with food, supplies, tools, batteries etc. located on it. 
• Practice evacuation. 
• Determine 2 or 3 remote ‘safe- reunion” spots Where do your children go if they are 

away from home and something happens? Identify an out of town contact or friend to 
coordinate reunion efforts. 

• Share your plan 
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• Check your earthquake kit- do you have food, water, flashlights, radios, batteries, first aid 
supplies, fire extinguishers, waterproof matches, blankets, shoes, clothes, diapers, toilet 
paper, necessary over the counter and prescription medications, money… 

 
Stay calm 

• Reach out to neighbors. 
• Collaborate. Be kind to one another. 
 

 
Within the First 24 – 48 Hours of a Trauma 
According to the International Critical Incident Stress Foundation, Inc. You should consider 
theses actions within the first 24 – 48 hours of a trauma. 
 

• Engage in periods of appropriate physical exercise, alternated with relaxation will 
alleviate some of the physical reactions. 

• Structure your time-keep busy. 
• You’re normal and having normal reactions —don’t label yourself crazy. 
• Talk to people —talk is the most healing medicine. 
• Be aware of numbing the pain with overuse of drugs or alcohol, you don’t need to 

complicate this with substance abuse problems. 
• Reach out- people do care. 
• Maintain as normal a schedule as possible. 
• Spend time with others. 
• Help your co-workers as much as possible by sharing feelings and checking out how they 

are doing. 
• Give yourself permission to feel rotten and share your feelings with others. 
• Keep a journal; write your way through those sleepless hours. 
• Do things that feel good to you. 
• Realize those around are under stress. Don’t make big life changes. 
• Do make as many daily decisions as possible, which will give you a feeling of control 

over your life, i.e. if someone asks you what you want to eat-, answer him or her even if 
you’re not sure. 

• Get plenty of rest. 
• Eat well-balanced and regular meals (even if you don’t feel like it).  
• Remember to breathe. 

 
 
Reoccurring thoughts, dreams or flashbacks are normal — don’t try to fight them-they’ll decrease 
over time and become less painful. 
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Recommendations for Family and Friends of Those Most Severely 
Impacted by Post Traumatic Stress 

• Listen Carefully. 
• Spend time with traumatized person. 
• Offer your assistance and a listening ear if they have not asked for help. 
• Reassure them that they are safe. 
• Help them with everyday tasks like cleaning, cooking, caring for the family, minding 

children. 
• Give them private time. 
• Don’t take anger personally. 
• Don't tell anyone that they are “lucky it wasn’t worse” —those statements do not 

console traumatized people. Instead, tell them that you are sorry such an event has 
occurred and you want to understand and assist them. 
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Disaster Preparedness Plan for People with Disabilities 
 

Guidelines for People With Disabilities in Emergencies  
Persons with disabilities should prepare for an emergency situation before hand and should be 
familiar with their needs during an evacuation. You are encouraged to convey these needs to your 
instructor at the beginning of each semester. While attending class, try to position yourself near a 
doorway for an easier exit. Become familiar with the building and its exits.  
 
The following guidelines are important to follow:  

• Establish a buddy system and alternate for each class. 
 

• People with disabilities should prepare for an emergency ahead of time by instructing a 
classmate, instructor, supervisor, or co-worker on how to assist in the event of any 
emergency.  

 

• If assistance is not immediately available, disabled people should remain near the 
stairwell landing or in the elevator lobby. Wait for rescue & remain calm. Rescue 
personnel will first check all exit corridors and stairwells for those trapped. He or She 
should continue to call for help until rescued.  

 

• People who cannot speak loudly, or with voice / speech impairments, should carry a 
whistle or have other means of attracting attention of others.  

 

• Be familiar with alarm signals.  
 

• Leave school materials in the room to avoid wasting time.  
 

• Wait for rescue & remain calm.  
 

• DO NOT re-enter a building until permitted by emergency personnel.  
 

• Do NOT use elevators unless authorized to do so by police or fire personnel. 
 
 

Evacuation of People with Disabilities  
Floor Wardens and volunteers should familiarize themselves with these procedures in order to 
assist in planning for the evacuation of people with physical and sensory disabilities.  
 

• Evacuating a disabled or injured person by only one person with no assistance is a last 
resort.  

 

• Check on people with special needs during an evacuation, determine if they have 
established a "buddy system," and ensure their safe evacuation.  

 

• Always ASK someone with a disability how you can help BEFORE attempting any 
rescue technique or giving assistance. Ask how he or she can best be assisted or moved, 
and whether there are any special considerations or items that need to come with the 
person.  

 

• If the situation is life threatening, call 911.  
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• Do NOT use elevators, unless authorized to do so by police or fire personnel. Elevators 
could fail during a fire, earthquake or flood.  

 

• Notify police or fire personnel immediately about any people remaining in the building 
and their locations.  

 
 

Emergency Responses by Disability  
 
Blindness or Visual Impairment  

• Most visually impaired persons will be familiar with the immediate area they are in and 
may have learned locations of exits and fire alarms in advance.  

 

• Tell the person the nature of the emergency and offer to guide him/her by offering your  
elbow (this is the preferred method when acting as a "Sighted Guide"). Do NOT grasp a 
visually impaired person’s arm.  

 

• Give verbal instructions to advise about the safest route or direction using compass 
directions, estimated distances, and directional terms or information (i.e., elevators 
cannot be used or if there is debris or a crowd.)  

 

• As you walk, tell the person where you are and advise of any obstacles, e.g. stairs, 
overhanging objects, uneven pavement, curbs, and narrow passageways.  

 

• When you have reached the designated Emergency Assembly Point, orient the person to 
where he/she is and ask if any further assistance is needed.  

 

• Some individuals may have guide dogs that may be disoriented during the emergency, 
and may require additional assistance.  

 

• White canes and other mobility aids should NOT be left behind.  
 

Deafness or Hearing Loss  
• If the structure is not equipped with visual (flashing light) evacuation alarms, persons 

with impaired hearing may not perceive an emergency exists. An alternative warning 
technique may be required. Two (2) methods of warning are:  

o Write a note stating what the emergency is and what the evacuation route is -
i.e. "Fire - go out the rear door to Parking Lot".  

o Turn the room lights on and off to gain attention - then indicate through hand 
gestures or writing (i.e. on a blackboard) what is happening and where to go.  

 

• Offer visual instructions to advise of safest route or directions by pointing toward exits or 
evacuation map.  

 

• People who cannot speak loudly, or with voice/speech impairments, may be carrying a 
whistle or have other means of attracting attention of others. 

  
Mobility Impairments  

• Mobility-impaired persons should not be evacuated by untrained personnel unless the 
situation is life-threatening. It may be necessary to help clear the exit route of debris (if 
possible) so that the person with a disability can move out or to a safer area.  
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• If people with mobility impairments cannot exit, they should move to a safer area, e.g., 
most enclosed stairwells, or an office with the door shut which is a good distance from 
the hazard (and away from falling debris in the case of earthquakes.)  

 

• Police or fire personnel will decide whether people are safe where they are, and will 
evacuate them as necessary.  

 

• If people are in immediate danger and cannot be moved to a safer area to wait for 
assistance, it may be necessary, only if you have had rescue training, to evacuate them 
using an evacuation chair or a carry technique. Carrying options include using a two-
person lock-arm position, or having the person sit in a sturdy chair - preferably with 
arms. Before taking action, always ask the person their preferred method of assistance. 
(Refer to the Emergency Evacuation Tips and Overview later in this section). Check with 
the Floor Warden for the availability of an evacuation chair if needed.  

 
People using Crutches, Canes, or Walkers  

• The same procedure outlined for the Mobility Impaired should be used. Crutches, canes 
and walkers should NOT be left behind.  

 
 
Non-Ambulatory  

• Most non-ambulatory people will be able to exit safely without assistance out of single 
story buildings.  

 

• Non-Ambulatory persons should not be evacuated by untrained personnel unless the 
situation is life-threatening. 

 

• All 2+ story buildings will require persons to be carried out if evacuation assistance is 
required, always ask the person what method of assistance they prefer. Some people have 
minimal ability to move and lifting them may be dangerous to their well being. If the 
person prefers to be moved in their wheelchair – do so only if you have had rescue 
training (Refer to the Emergency Evacuation Tips and Overview later in this section). 
 

• Some people have no upper trunk or neck strength to assist in being carried out. If a 
seatbelt is available, secure the person if use of a chair is the method employed to carry 
the person to safety.  

 

• If moving a person more than three (3) flights, a "relay team" arrangement is needed. If a 
wheelchair is left behind, do NOT leave it in an exit path or doorway to become an 
obstacle.  

 

• Wheelchairs have many movable weak parts which were not constructed to withstand the 
stress of lifting (Refer to the Wheelchair Nomenclature later in this section). 

 

• Frequently, non-ambulatory persons have respiratory complications or rely on electric 
artificial respirators. They should be given priority assistance if there is smoke or fumes, 
as their ability to breathe is seriously in danger.  

 

• Power wheelchairs may have heavy batteries, which are difficult to remove. In this 
situation, the best response may be to ask the person to transfer to an evacuation chair, if 
one is available, so that they can be moved immediately. If it is not possible for the 
person to be removed from the chair (i.e., if the person uses respiratory equipment that is 
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attached to the chair), wait for assistance. If attempting to move a power wheelchair, 
remove the batteries. Make sure the footrests are locked, the motor is off, and it is in 
neutral gear. Some power wheelchairs and scooters may not have heavy battery packs, 
and may be moved with little difficulty.  

 

• If the person prefers to be removed from their wheelchair, their needs and preferences 
will vary. Always consult the person as to his/her preference with regard to:  

o Ways of being removed from a wheelchair  
o The number of people needed for assistance  
o Whether to extend or move extremities when lifting because of pain, catheter 

leg bags, spasticity, braces, etc.  
o If a seat cushion or pad should be brought along with him/her if he/she is 

removed from the wheelchair  
o Being carried forward or backward on a flight of stairs.  
o After-care. If a person is removed from the wheelchair (i.e. a stretcher, chair 

with cushion pad, or car seat) perhaps paramedic assistance might be needed  
o The person will want their wheelchair retrieved as soon as possible. The 

wheelchair is essential to the person's mobility. Inform emergency 
responders of the location of wheelchairs to be retrieved.  

 
Power Outages 

• If an outage occurs during the day and people with disabilities choose to wait in the 
building for electricity to be restored, they can move near a window where there is 
natural light and access to a working telephone. During regular building hours, Floor 
Wardens should be notified so they can advise emergency personnel.  

 

• If people would like to leave and an evacuation has been ordered, or if the outage occurs 
at night, call Night College at ext. 3437 or Security at ext. 3490 to request evacuation 
assistance.  

 

Emergency Evacuation Tips and Overview  
Evacuation is difficult and uncomfortable for both the rescuers and the people being assisted. 
Some people have conditions that can be aggravated or triggered if they are moved incorrectly. 
Remember that environmental conditions (smoke, debris, loss of electricity) will complicate 
evacuation efforts. The following guidelines are general and may not apply in every 
circumstance. 
 
Occupants should be invited to volunteer ahead of time to assist disabled People in an emergency. 
If a volunteer is not available, designate someone to assist who is willing to accept the 
responsibility. Volunteers should obtain evacuation training for certain types of lifting techniques. 
Two or more trained volunteers, if available, should conduct the evacuation and relay teams 
established if the evacuation is more than three flights.  
 
Always ask disabled people how you can help before attempting any rescue technique or giving 
assistance. Ask how they can best be assisted or moved, and if there are any special 
considerations or items that need to come with them. Lifting a person may be harmful. Ask their 
preference about being carried forward or backward down a flight of stairs. Ask whether a seat 
cushion or pad should be brought along. Wheelchairs were not designed to handle the stress of 
lifting. Batteries may have to be removed and life support equipment could be connected.  
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Before attempting an evacuation, volunteers and people being assisted should discuss how any 
lifting will be done and where they are going. Proper lifting techniques (e.g., bending the knees, 
keeping the back straight, holding the person close before lifting, and using leg muscles to lift) 
should be used to avoid injury to rescuers' backs. Ask permission of the evacuee if an evacuation 
chair or similar device is being considered as an aid in an evacuation. When using such devices, 
make sure the person is secured properly. Rest at landings if necessary. Certain lifts may need to 
be modified depending on a person's disability.  
 
Bumping on a Series of Steps  
In situations where the wheelchair user must be carried up or down a flight of steps it is desirable 
to have a minimum of two assisting persons, with four assisting person preferred for adults or 
heavy persons. The strongest person(s) should be placed at the back of the chair, It is also 
advisable to check to see if anyone has any physical condition that contraindicates lifting, such as 
heart condition or back problems.  
 
Procedure:  

• The wheelchair should be gripped by the handles on the back of the chair.  
o If two people are assisting, one holds the hand grips; the other assists in front. 
o If there are four, at least two assist in the back; each person gripping one of the 

handles. Where the other assisting person grips depends upon which parts of the 
chair are removable. 

o If the wheelchair arms are removable, do NOT grip them. This must be stressed 
because it is the first place an assisting person will grip. 

o If the leg rests are removable, do NOT grip them. The assisting person(s) who 
will be in front should grip a part of the wheelchair which is not removable, such 
as the front seat frame or leg rest (if not removable).  

 

• DO NOT carry the wheelchair up or downstairs. This is the quickest way to create back 
trouble for the uneducated or unheeding. ROLL the wheelchair up or down the stairs. Let 
the wheelchair carry the weight, not the back of the assisting person.  

 

• Keep the wheelchair slightly tilted back to keep the wheelchair user secure. However, do 
not tilt too far; this makes the assisting person(s) behind the wheelchair bend too far 
forward; this could cause the person(s) to loose balance and pitch forward.  

 

• Always keep the wheelchair user facing away from the stairs. 
 
 
Curbs and Single Steps  
There are generally two methods which can be used to assist a person in a wheelchair over a 
curb or single step. The wheelchair can be rolled down off the curb, or the step: backwards or 
forwards, Which method used depends upon the preference of the user, the environmental 
situation, the strength of the assisting person, and the confidence the wheelchair user has in the 
assistant. As in all activities, if the wheelchair user does not have sitting balance, a seat belt 
should be attached to the wheelchair and used.  
 
Procedure (Backward); 
This is the least taxing method on the assisting person and usually the safest for the wheelchair 
user, is to turn the wheelchair around until it can be rolled off the step or curb backwards. 
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• Just before reaching the edge of the curb or step turn the wheelchair around so that it is 
facing away from the edge.  

• Holding tightly to the handles, back the wheelchair down off the curb. Let the rear wheels 
roll down over the edge. Additional support can be furnished by pressing a hip against the 
back of the chair as it comes off of the edge. (See figure 4.) 

 

• To prevent the front wheels coming down with a jar that could throw the wheelchair user 
out of the chair, press a foot on the anti-tipping bar as the chair is backed away from the 
curb. Then gently lower the front wheels to the ground.  

 

• Turn the wheelchair around, being careful not to clip the ankle of a passer-by and proceed 
on your way. 

  

 

Figure 4. When the wheelchair is 
being rolled backwards off a curb, 
support it by lightly pressing against it. 

 
Procedure (Forward): 
This method is effective if the assisting person is experienced in handling wheelchairs. It is most 
useful on crowded street corners and places where the wheelchair can not be turned around to go 
off an edge backwards. The wheelchair user should have on a safety belt or be holding to the 
chair to prevent being thrown forward out of the wheelchair.  
 

• As the curb is approached, place one foot on the anti-tipping bar and tip the wheelchair 
back on the large wheels. This keeps the wheelchair user securely in the chair as the chair 
rolls off the edge. The assisting person should not be supporting the weight of the 
wheelchair user, but just keep the wheelchair balanced on the large wheels.  

 

• Once the front wheels are up, remove the foot from the anti-tipping bar. Continue rolling 
the wheelchair of the edge with the front wheels up.  

 

• After the large wheels are off of the edge, allow the front wheels to drop down gently by 
pressing a foot on the anti-tipping bar as the wheels come down.  

 
Rolling on the Rear Wheels  
Can be used to roll the wheelchair over the following types of terrain: going over railroad tracks 
and grates embedded in the street or sidewalks; soft lawns, sand, snow, etc., even deep pile 
carpets. This type of terrain tends to throw the front wheels aside or cause them to sink in, 
making the progress difficult if not impossible. Lifting the front wheels of the surface gives the 
assisting person more control over the wheelchair.  
 
If the assisting person is not strong enough (although it actually takes little physical strength if 
the wheelchair is kept balanced) or doesn’t feel confident, it is advisable to turn the wheelchair 
around and go backwards over rough terrain, This also puts the front wheels out of the way as 
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they are following rather than guiding the wheelchair. Remember not to tilt the chair too far 
backwards. 

 
Wheelchair Nomenclature 

 
 
 
 
 
 
 

 
 
 
 

 
The following represents the varying weights, lengths, and widths of wheelchairs, both electric 
and manual, with person in it. The American National Standards Institute states that doorway 
widths should be 32 inches.  
 

 

WEIGHT LENGTH WIDTH 

200 Pounds 48 inches 25 inches 

360 Pounds 50 inches 26 inches 

375 Pounds 63 inches 63 inches 

1. Armrests 
2. Wheel Locks 
3. Wheel and Handrim 
4. Casters 
5. Seat/Back Upholstery 
6. Footplates 
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General Operational Guide 
 
How to Open/Fold Wheelchairs  
To Open Chair: 
Tilt chair to one side, push down on seat rails (fig 1). 
 
 
 
 
 
 
 
 
 
To Fold Chair:  
Fold up the footplates, tilt chair to one side, and lift upward on seat rail or on upholstery next to 
seat rail. For chairs with detachable or offset arms (fig.2), fold by lifting carrying straps. Remove 
the seat cushion, back rest, or any other such additional equipment. Push heel straps (clips, leg 
rests, etc.) forward and fold the foot plates up. (fig 3). If seat straps are available (loops attached 
to either side of seat frame), grip both straps and pull up. If seat straps are not available, grip the 
center, front and back edges, of the seat and pull up. This should fold the wheelchair in half. Kept 
the seat pushed down between the frames and the back rest pushed back. This will allow for 
optimal closure.  
  
  
 

Figure 3. When folding the 
wheelchair be sure the 
footplates are all the way up 
against the leg frames. 
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Methods of Assistance  
 
 
 
 
 
 

Two handed chair carry 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Chair carry         Packstrap carry 
       
 

 
 
 

Packsaddle  
Each bearer grasps one of his 
wrists and one of the other 
bearer's wrists, thus forming 
a packsaddle  
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           Walking Assist       Carry by Extremities   
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Control Point Locations/Assembly Area                         
 
Location #   SPECIFIC AREA 

1.          Physical Education – Soccer Field 
2.          Police Academy  - Parking Lot 
3.          Putman Center, Campus Inn, Wray Theater – Parking Lot C 
4. Business/Art/Library/Computer Center – Upper Quad Green Belt Between        

Science and Library 
5.          Administration – Parking Lot F 
6.          Maintenance Area to Include Observatory – Parking Lot C 
7.          Science – 2nd/3rd floors North – Tech Quad/Parking Lot H (Secondary Area)   
8.          Science - 1st/2nd/3rd floors South – Parking Lot B 
9.          Technology – Parking Lot H 
10.          HS Buildings – Lot 3 
11.          Child Development Center – Center Parking Lot 
12.          Child Development Center - Soccer Field (Secondary Pick-up Area) 

  
NOTE:   Previous assembly located between the Putman center and the Campus Inn is no   
longer viable due to construction. 
 



Rio Hondo College                                         Emergency Response Plan 

 

Rev. 3.0  Page 47 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Traffic Control  
 
In the event of an emergency incident on campus, campus security will convert two way 
traffic listed on the map to one way traffic depending on the exact location of the 
emergency incident. All entrances to the college will be blocked at Workman Mill Road 
with barricades and security personnel to prevent civilian traffic from entering college 
grounds and to accommodate emergency vehicle traffic responding to the incident. 
 
College traffic exiting onto Workman Mill Road from North Road should be directed 
north on Workman Mill Road. 
 
College traffic exiting onto Workman Mill Road from College Drive should be directed 
South on Workman Mill Road. 
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Police academy traffic will be directed to North Drive and then North on Workman Mill 
Road. If the academy road is blocked, the alternate evacuation route will be the road 
through the landfill. If the alternate route is necessary, the Landfill Control Room must be 
contacted at 562-692-5628 to request that the locked gate on the road be opened to 
accommodate the evacuation. 
 
College security personnel assigned to traffic control shall coordinate traffic control with 
law enforcement personnel and relinquish control of their post if requested. 
 
Storage Bin Location:  
 
Location #   SPECIFIC AREA 

1.          Parking Lot of Police Academy 
2.          Technology Parking Lot Next to Electrical Panel 
3.          West side of Gymnasium Adjacent to Baseball Field 
4.          Facilities Services Yard 
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Emergency Supplies Container #1 – Police Academy Parking    Lot   
 

 

Checked by:____________________ Date: ________  Page #: ________________________________ 

Item Quantity Expiration Date 

 Box Respirator  1  

 Roll(s) Tape  3  

 Box(s) of Pepto Bismol ( 48 tablets)                                                                                                                         3    

 CPR Pro Value(s) 3   

 Bottle sterile water irrigation  4   

 Bottle hibiclen (chlorhexidine gluconate)                  5   

 Glutose tube 3   

 Bottle hydrogen peroxide  7   

 Multipurpose knife  1  

 Box water proof matches  1  

 Bottle sodium chloride irrigation  4   

 Black back pack survival kit  1  

 Boi bio hazard bags regulation red  1  

 Thermal reflective blanket (54x84)  36  

 Toilet paper (trash can) 2  

 Round shovel 3  

 Flat shovel 1  

 Pick 1  

 Power megaophone/8 c-cell batteries 1   

 Flashlight/2 “D”cell batteries 6  

4 pack “D”cell batteries 3  

Emergency poncho 9  

Box of latex gloves (100 per box) 4  

Box of SOS survival food (20 packets per box) 5  

Gauze pads (100 pack) 1  
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Emergency Supplies Container #2 – Technology Parking Lot H  
Checked by:____________________ Date: ________  Page #: ________________________________ 

Item Quantity Expiration Date 

7 Piece screwdriver set  3  

 Roll of PVC tape  4  

 Roll of caution tape  1  

 3/8” Rope (50 feet)  2  

 Protection goggles  10  

 12 Pair package of gloves  3  

 Multi-purpose ax  2  

 25 Patient simpler life’s deluxe medical kit  3  

Box bio hazard bags regulations red  1  

 Hard hat (yellow)  9  

 Megaphone / 8 “D” cell batteries  1  

 Flashlight/2 “D” cell batteries  14  

 “D”cell batteries (bright star)  16   

 AA flashlight  3  

AA batteries 10   

Box latex gloves (100 per box) 3  

Box respirator mask 1  

Bottle sterile water irrigation 1000 mil.  4   

CPR pro value 5  

Multi purpose knife 1  

Emergency poncho 7  

Box water proof matches 1  

Bottle hibiclens (cholorhexidine gluconate) 5  

Tube oral glucose gel 3  

Gauze sponge 1  

Box Pepto Bismol (48 tablets ) 4   
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Roll adhesive tape  6  

Gauze pad 100  

Bloodstopper 17  

Bottle hydrogen peroxide 5   

Bottle sodium chloride irrigation 1000 mil 4   

Slup hander (4lbs) 1  

Slup hander (8lbs) 1  

Claw hammer  2  

8” Slip joint pliers 2  

2 Ton hand puller 2  

Hack saw 2  

Hack saw blade 12  

4 Ton hydraulic bottle jack 2  

4 Piece adjustable wrench 1  

Set blot-cutter 1  

Pry bar 2  

Search and rescue kit (black back pack) 2  

Toilet paper (trash can) 2  

5 Gallon water jug 20  

Box of 20 pack survival food 7  

Space saver cot 8  

Poly tarp (16x20) 2  

Thermal reflective blanket (54x84) 60  

Disposable emergency cone blanket (54x80) 24  

Feminine hygiene kit 75  

Small pillow 15  

Round shovel 4  

Flat shovel 2  
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Emergency Supplies Container #3 – West side of Gymnasium  
Checked by:____________________ Date: ________  Page #: ________________________________ 

Item Quantity Expiration Date 

 7 Piece screwdrivers set (flat/Philips)  2  

 Round shovel  2  

 Flat shovel  1  

 Pry bar  2  

 Space saver cot  8  

 25 Patient simpler life’s deluxe medical kit  4  

 4 Pack of d cell batteries  9   

 2 “D” cell flash lights  6  

 4 “AA” cell flash lights  3  

 4 Pack of  “AA” cell batteries  2   

 Solar radio  2  

Fluorescent lantern (6 pack “D” cell batteries    
required) 

 4  

 4 Piece adjustable wrench  1  

 3/8” Rope (50 feet)  1  

10 Piece kex key wrench set (SAE) 1  

PVC duct tape 4  

Trash can of toilet paper 2  

20 Pack of SOS survival food packets 8  

5 Gallons of water (preserved unit 12-2005) 20   

Cot 12  

Box of feminine hygiene pack (255 per box) 6  

Fashion blankets (full size) 10  

Emergency blankets yellow 54in x 50in  24  

Small pillow 23  

Protection goggles 9  
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Bottle of hibiclens (chiorhexidine gluconate) 6  

Gauze pad/4 rolls of white tape 100  

Pack of 200 gauze sponges 1  

Box of 100 respirator masks  2  

Box of pepto bismol chewables (48 tablets) 3   

Box of 100 latex examination gloves 5  

Emergency poncho 7  

Bottle of 1000 mil. Baxter sterile irrigation 
water 

4   

Box of thermal reflective blankets 54x84 (50-
100) 

1  

Bloodstopper pack  22  

Box of bio hazard bags regulation red (250 
bags) 

1  

Bottle of 9% sodium chloride irrigation 3   

Multi-purpose knife 2  

Small bottle portable aqua 1  

16 oz. bottle of hydrogen peroxide 6   

Tube oral glucose gel  3  

12 Pair package of gloves 1  

Hard hat (yellow) 8  

Roll of cautions tape 1  

Megaphone with 8-c dry cell batteries 1  

Black survival back pack 1  

Stretchers  2  

Form Handling 
• Record any expiration dates of these supplies on this chart 
• Make sure to replace supplies before the expiration date 

 



 

 

Emergency Supplies Container #4 – Facilities Service Yard 
Checked by:____________________ Date: ________  Page #: ________________________________ 

Item Quantity Expiration Date 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

   

   

   

   

   

   

Form Handling 
• Record any expiration dates of these supplies on this chart 
• Make sure to replace supplies before the expiration date 

 



 

 

Contact Numbers 
The following pages are contact numbers that would be useful during an emergency or disaster.  
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Personnel Assigned to Critical Operations Responsibilities 
Critical Operation Name Department Phone Number 
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Campus Emergency Contact Numbers 
Contact Telephone Number or Contact Person ** 

Security    Ext. 3490 or (562)908-3490 

Electricity    

Plumber, Water, Gas    

HVAC   

Sprinkler    

Custodian   

Mechanical 
  
  

Locksmith   

Elevator 
  
  

Director, Facilities Services Steven Lohr, 562-408-6592 pager 

Assistant Director, Facilities Services Gus Gonzalez, 562-601-6320 pager 

Manager, Grounds, Parking & Security Services Vacant, 562-601-3012 pager 

Manager, Operations & Maintenance George Lopez, 562-601-6324 pager 

  

  

  

  

 
** Refer to the Facilities Services Emergency Phone Number card for pager and home numbers 
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 Outside Emergency Contact Numbers 
Contact Telephone Number 

Los Angeles County Sheriffs Office – Pico Rivera 
911  
Non-Emergency (562)949-2421 

Los Angeles County Fire Department 
911 
Non-Emergency (626)444-2581 

California Highway Patrol (626)296-8100 

Edison (800)655-4555 (after hours) 

Gas Co. (562)969-7911 (after hours) 

San Gabriel Valley Water (626)448-4028 (after hours) 

County Landfill Gas (562)692-5628 (after hours) 

University Elevator  
(Business/Art, Library & Science South Elevators 
only) 

Use Campus Emergency Contact Numbers 
(found on pg 44) first.  
(951)232-6244 

Kone Inc. 
(Science Bldg. Tower Elevators only) 

Use Campus Emergency Contact Numbers 
(found on pg 44) first  
(877)276-8691 

Los Angeles County Department of Health 
Services Info Line 

(800)427-8700 

American Red Cross - Rio Hondo Chapter (562)945-3944 

State Office of Emergency Services – Southern 
Region 

(562)795-2900 

State Office of Emergency Services – Headquarters (916)845-8510 

Los Angeles County Vector Control (Africanized 
Honey Bees) 

(562)944-9656 

Los Angeles City Emergency Info Line (213)473-3231 

Hadley Towing (562)692-3793 

Bob & Dave’s Towing (562)693-9596 
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Forms 
The following pages are forms that may be useful during an emergency or disaster. Make copies as 
needed 
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Training Record 
Name: ______________________________________ ID #: _________________________________  

Training Program Cert. Date Cert. Expiration Date 

Building Emergency Leader Program   

Fire Extinguisher   

CPR   

Basic First Aid   

Emergency Response Team   

   

   

   

   

   

   

   

   

   

   

Form Handling 
• Use this chart to track your training 
• Make sure you update any certifications before the expiration date and record new training on the 

chart 
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Building Emergency Leader Supply List  
Name: ______________________________________ ID #: _________________________________  

Item Quantity Expiration Date 

6 Gallon Storage Bucket 1  

First aid kit 1  

Flash Light w/batteries 1  

Light Stick 2  

Whistle          1  

Florescent Lime Vest          1  

Water Pouches-4.227oz          2  

Clipboard and Pad          1 each  

Pen/Pencil        1 each  

Emergency Blanket 1  

Dust Mask 1  

Nyplex Gloves (Latex Free) Disposable       2 pair  

Black Marker          1  

Roll of Caution Tape 1  

Leather gloves      1 pair  

Large Post-it Notes 1  

Bull Horn w/batteries 1  

Hard Hat-Yellow 1  

   

   

 
Form Handling 

• Record any expiration dates of these supplies on this chart 
• Make sure to replace supplies before the expiration date 
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Building Emergency Response Information 
 

Address of the Campus: 
 

Rio Hondo College 
3600 Workman Mill Road 
Whittier, CA 90601-1699 

 
Department/Area/Building: ________________________________________  Date: _______________ 
 
Completed By (name and phone number): _________________________________________________     
 
Each work area should establish, in advance, a primary and a secondary evacuation route in the event of 
fire, flood, blackout, earthquake, etc. Do not use elevators to evacuate. Do not block open stairwell doors. 
 
Primary Evacuation Route: 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
 
Secondary Evacuation Route: 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
 
Emergency Assembly Point (refer to the map of Emergency Assembly Points):  
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
 
Designate a position/alternate who will take charge in the event of fire or another emergency. 
 
Building Emergency Leaders (name/location/phone number):  
 

___________________________________________________________________________________ 
 
Alternate Building Emergency Leaders (name/location/phone number): 
 

___________________________________________________________________________________ 

Emergency Procedures 
Refer to the Emergency Response Plan for detailed procedures. 
Whenever there is an imminent or an actual situation: 
�  Notify Campus Security immediately at 3490 - Campus Security will notify Fire  Dept.  
�Activate the campus alarms. 
�Evacuate staff & students from the problem area only. 
�Notify the primary or alternate BEL’s. 

Form Handling 
• Post and update quarterly 



 

 

 

     Checklist of Responsibilities for Building Emergency Leaders  
 

 
� Familiarizing personnel within their area of responsibility with emergency procedures. 
 

�Acting as liaison between management and their work area.  
 

�Knowing the primary and secondary evacuation routes are and for communicating this information to 
occupants.  
 

�Knowing where their Emergency Assembly Point is and for communicating this information to 
occupants.  
 

�Knowing where the pull stations are and how to activate them. 
 

�Having a list of personnel in their area of coverage, so a head count can be made at their Emergency 
Assembly Point.  
 

�Know where persons with disabilities are located in your area. 
 

�Evaluating and reporting problems to the Emergency Coordinator after an emergency event. 
Posting the "Area Evacuation Plan" in their work areas, communicating plan to occupants, and updating 
the plan annually. 
 
During an emergency 
�  Ensuring that occupants have vacated the premise in the event of an evacuation, and for checking 
assigned areas.  
 

�Direct occupant to exits and tell them to reassemble at the Emergency Assembly Point. 
 

�Ensuring that disabled persons and visitors are assisted in evacuating the building. 
 

�You may make doors with a marking crayon or anther item (i.e. post-it-notes) to indicate that the area 
has been checked. 
 

�Do not allow stairway doors and other exit doors to be blocked/wedged open. 
 

�Conduct a head count of occupants in their area of coverage at the Emergency Assembly Point. This 
information will be communicated to the Emergency Operations Center.  
 
Accountability Procedures 
�A roster of occupants needs to be developed and kept current by the Building Emergency Leaders. 
(Form provided in Emergency Response Plan) 
 

�Building Emergency Leaders and/or their Alternates will conduct head counts at the Emergency 
Assembly Point once the evacuation has been completed. This information will be reported to the 
Emergency Operations Center or the Incident Command Post.  
 
�  Instruct personnel to remain at the Emergency Assembly Point until further notice. If they 
must leave have them report to you before leaving the area and record this information  
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Form Handling 

• Building Emergency Leader and Alternates post in their work area for reference 
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9/02 

Occupant Roster 
 
Department/Area/Building: ________________________________________  Date: _______________ 
 
Completed By (name and phone number): _________________________________________________     
 

Name Accounted 
for 

Not on 
Campus 

Left 
Campus 

after 
evacuation 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

Form Handling 
• Record the names of all occupants in your area quarterly.  
• Kept this form current.  
• When conducting a head count complete the rest of the information on this form. 
• Use multiple copies of this form as necessary. 
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