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Best Practices and Quick Tips for EmergencIES …

for ExCEL After School Programs


All After School Staff is required to become familiar with the ASP Emergency Plans & Procedures, the Crisis Manual and their location. 

For detailed information on how to deal with any Emergency/Crisis refer to:
· Bilingual CPR Posters
· Crisis Manual
· Crisis Response Team
· SFUSD Emergency Procedure flip chart
· SFUSD Guidelines for School First Aid Procedures flip chart
· Updated After School Emergency Plan 
Earthquake Response

· Check for injuries.  Do not move seriously injured persons unless they are in immediate danger of further injury.  Cover injured with blankets and call immediately for first aid.  First Aid should be administered by qualified individuals of the Emergency Response Team.

· If a person is not breathing open their airway and administer CPR.  If a person is bleeding, pressure should be applied over the wound with a clean gauze or cloth to stop the bleeding.
· Stay calm and encourage others to do so until members of an Emergency Support Team, Fire Department, or other rescue workers have arrived.

Fire Response

· All fires should be reported to Principal, Site Coordinator, and all designated authorities.
· Sound building fire alarm and call 911.  Fire Department is to be provided the following information;



-Building address, including nearest cross street (s).



-School name, Exact location of fire within school premises.


-Name of person making 911 call and phone number where they can be reached.

Bomb Threat
· Try to ascertain as much information from the caller or source as possible, noting the caller’s voice (sex, age, tone, and whether it is familiar or not).
· Upon discovery of a suspicious package, box, or strange device Do Not Touch or remove.  
· The Site Coordinator will make the decision to evacuate building upon advice of the Fire 
     Department or Police Department.

INTRUDER PROCEDURES
· All visitors should appropriately sign in prior to accessing the building and sign out prior to 
    leaving the building. If an intruder has accessed the building, follow the lockdown procedures.  

Missing Student Procedures

· Call the student’s home to find out if s/he may have walked home or have been picked-up

· If the student’s parent/caregiver is unsure of the student’s whereabouts, call 911 (553-8090 from a cell phone)

· Activate the Crisis Response Team to assist with communication and other necessary activities.

Asthma Procedures

· Stay Calm

· Act Immediately

· Call for Help

· FOR SEVERE ATTACKS, GO TO THE EMERGENCY ROOM
Allergies
· Stay calm
· Stay with the student and call for help
· Give quick relief medication (if prescribed)


SEIZURES
· Stay Calm

· Help the student to the floor, and place student on his or her side, if drooling or vomiting. 

· Clear any objects out of the way
DIABETES
If any after school participants have been identified as diabetics, please review their files for an up to date emergency card and DIABETIC EMERGENCY CARE PLAN and MEDICATION FORM. 










